














THE JOB-PROVED 
Smith-Corona ELECTRIC 


with the most efficient keyboard ever designed ! 


Here is the finest of all electrics.. 
proved on the job in all 48 states. 
Operators are enthusiastic about its 
exclusive Keyboard Slope... 

fits natural finger movement. 

And more of the operating controls 
are located in the keyboard area 
than on any other typewriter! 

It is the fastest electric ever built. 
Its write is beautiful, sharp, 

even and distinctive. Phone today fora 
revealing ten minute demonstration. 


See also the Smith-Corona Carbon-Ribbon Electric 
ORONA INC SYRACUSE 1 N Y¥ BRANCH OFFICES OR FULL LINE DEALERS IN ALL PRINCIPAL CITIES 
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Now you can count 
and “rubber stamp” 
at 1,000 a minute ! 


When a single, electrically operated 
Tickometer will do the work of eight 
to ten people, why not get a Ticko- 
meter to do all your counting and/or 
marking jobs... coupons, slips, labels, 
cards, tickets, checks, tags, etc.? 
The Tickometer is not only amaz- 
ingly fast (counts and marks all kinds 
of paper forms at speeds up to 1,000 
per minute), but it is so accurate, 
banks use it daily to count currency! 
It feeds and stacks automatically, 
stops for damaged or irregular items, 
records both full and partial runs. 
Saves time, money wherever paper 


Pitney- Bowes 


TICKOMETER 


Counting, Imprinting Machine 


Made by the originators of the postage meter 


THE 


offices in 94 cities in U. S.and Canada, 


’ 


items have to be counted and/or “rub- 
ber stamped” or otherwise marked. 

The Tickometer can also be equip- 
ped to code, date or otherwise im- 
print product labels-and cartons for 
identification and quality control. 

The Tickometer can be rented or 
purchased. Easy to use, it does not 
require trained operators. And PB 
service is available from 259 service 
points, coast-to-coast. Ask the 
nearest PB office for a demonstra- 
tion. Or send the coupon for a free 
illustrated booklet and a folder of 
case studies. 

an as oe ow oe oe eo oe | 
| PrrNey-BowEs, INC. 


| 3435 Walnut Street 
1 Stamford, Conn. 


| © Send free illustrated booklet 
1 | Send free case studies 
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RECEPTIVE 
SURFACES 


Usnre 
Getter Tunpressions! 


The crowning virtue of Wausau Impression Papers 
is the receptive surfaces that always come up with 
better impressions . . . whether the process used is 
offset, stencil duplicating, spirit cr gelatin process. 


Wausau Impression Papers are big time-savers . . . 
they respond quickly to office machine action... 
they're easy to handle because they don’t fight 
back. Made of highest quality virgin fibre, surface 
sized, these impression papers are uniform and full 
bodied with extra bulk for the weight. They are 
rigid for high speed operation . . . dependable for 
automatic feeding. These are some of the reasons 
why the demand for Wausau Impression Papers is 
steadily increasing month after month. 


OUR 57th YEAR 


The complete Wausau 
Impression Paper line 
is available nationally 
through authorized 
distributors and 
stationers 


WAUSAU PAPER MILLS CO. 


Offices 


111 W. Washington ‘euresil Chicago 2, Illinois 


Mills at BROKAW, WISCONSIN 
Member—Wisconsin Paper Group 


For More Information Circle No. 242 
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Annual Office Management Forum ... 7 New Equipment Compels Review of 
Best Areas for Methods Improve- Present Procedures 

ment ... rans Kenneth P. Morse 

Best “Buys"’ in Office Equipment .. : Small Businessmen, Too, Need Office 

Camera! ’ Machines ; .A. B. Carruthers 

New Books . = Britain Enjoys a Period of Greatest 

. ' shy je ‘ ole : Development .. Harry Ward 

Cost Planning and Control is Big Man- 

ageme *-roblem 4 g ; . rael 

ANNUAL SURVEY agement Probl m Charles R. Isra 

Internal Auditing Viewed in Its Proper 

Perspective .... Frank W. Lennon 

Full Educational Program Helps Banks 

Fight Fraud ....Robert F. Goodwi) 

Business Doesn’t Lag in a Presiden- 

tial Election Year ...-Paul J. Viall 

Standardize Supplies for Centralized 

Purchasing ap ee ’. Soell 


Need for Systems Standards and a 
Body of Knowledge Bruce L. Smyth 
Preparing for Electronics Is Rough but 
Rewarding Emerson F. Cooley 
Systems Man Must Become More of a 
Generalist .. Edmund D. Dwyer 
Banks Give Attention to Automation 
and Leadership ...Fred F. Florence 
Formal Training Programs Don’t 
Train Executives Frank L. Rowland 
Machines and Men in Accounting 
Operations John H. Zebley Jr. 
Resolution for Management: Take 
Nothing for Granted 
Robert N. Wallis 
Be Ready for Automation or You'll No 
Longer Compete J. C. Hodges 
Use Present Machines to Compete with 
Electronics Paul Kircher ‘ ‘ 
Railroad Accounting Is a Highly Spe- =e me Promects 
cialized Job R. E. DeNeefe News of the Office ted 
Paperwork’s Objective Is to Produce National Conference & Exhibit 
and Sell Products ..W. A. McClintie ¢ Calendar Seep tolel, 
Specification Development in Smaller News of the Industry 
Civil Agencies John G. Krieg 92 As We See It 


What the Schools Now Require from 
came 


ait WcGill 
Business Can Help Schools Attract 
Smarter Students Russell J. Hosler 
Unit Filing of Microfilm Widens Its 
Applications ....R. W. Batchelder 
Of Arms and the Women in Today’s 
Offices ...Cassandra D. Waterman 
NMAA Members to Become Electroni 
Accountants Robert O. Cross 


Business 


How Tabulating Society Serves Its 
Members ee Harold Cattanea 
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. TO 
WHY DID THAT PROMOTION GO 


NG WITH ME? 


JOHN INSTEAD OF ME? 


WHEN WILL | GET MY NEXT RAISE? 


WHERE WILL | BE FIVE YEARS FROM NOW? 


WHAT'S HOLDING ME BACK? 








“Forging Ahead in Business” 


will help You 








Answer These Questions About Yourself! 


AND EVERY AMBITIOUS MAN MAY HAVE A COPY .. . FREE! 


If you wonder and sometimes worry about your 
future, you're no different than thousands of 
other serious-minded men who realize that succe 
comes only to those who plan for it. The happy- 
go-lucky person who is content to let the future 
take care of itself never gets very far. The man 
who depends on personality and “ bluff”’ soon finds 
that the big jobs are passing him by. 

Send For Your Free Copy of 

“Forging Ahead in Business” 

The one sure way to increase your income is to 
prepare yourself for positions of added respon- 
sibility. To step up in business today . . . to make 
a lot more money than you’re making now ... you 
must be able to match every chailenge of success 
with sound, practical knowledge. 

ALEXANDER HAMILTON INSTITUTE 

Dept. 411, 71 W. 23rd St., New York 10, N. Y. 

In Canada: 57 Bloor St. W., Toronto, Ontario 

Please mail me, without cost, a copy of your 

Book—“*FORGING AHEAD IN BUSINESS” 


Name 

Firm Name 
Business Address 
Position 


Home Address 


For More tnformation Circle No. 


What must you know to make $10,000, $15,000, 
$20,000 or How can you take ad- 
opportunities business offers 


more a year? 
vantage of 
today? 


These among the questions answered for 
you in “Forging Ahead in Business,’ one of the 
most interesting and helpful little books on per- 
sonal advancement ever written. 


Don't misunderstand. We do not claim that 
“Forging Ahead in Business’’ holds a magic key 
to quick and easy success. It reveals nothing that 
will make corporation presidents out of men who 
are clerks at heart. But it does give you the benefit 
of our many long years of experience in dealing 
with the problems all men face in their efforts to 
better themselves. 


the great 


are 


There’s no charge for ‘‘ Forging 
Ahead in Business’ because we have 

] never been able to set a price on it 

that would reflect its true value. Some 

men toss it aside, unread. Others 

have found a fortune in its pages! 
If you feel it is meant for 
you, simply fill out and re- 
turn the coupon and your 
complimentary copy will be 
mailed promptly. 


ALEXANDER 
HAMILTON 
INSTITUTE 


» 
Modern 
Duriness 


48-page 


161 
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President's Private Conference Room, 
National Assn. of Manufacturers, New York, 
Designed by Michael Saphier Associates. j 
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What can executives do to develop 


more competent offices in 1956? 


MOST BUSINESSES expect this new year to be 
one of growing competition. Plant expansion has 
peen progressing at a rapid pace and sales depart- 
ments will find their quotas continually rising. 
Advertising and sales promotion efforts will be 
stepped up. All this means more paperwork — in 
plants and offices. Costs must be kept down if the 
profit margin is to be maintained. As clerical vol- 
ume rises, methods should be reviewed to determine 
whether or not the office is doing its part to keep the 
business competitive. What can office executives do 
to help their companies meet competition? The 
following pages contain ideas from a cross-section of 
clerical management in large, medium and small 
firms. 
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(ret and Hold Better Personnel 


To meet the growing competition an- 
ticipated this year, the office executive 
can make a substantial contribution by 
keeping his operation at peak efficiency 
with a lower cost, if possible. In the 
New York area, a most important con- 
sideration is that of personnel. The 
shortage of clerical help, and the re- 
sulting loss of efficiency when turnover 
occurs, demands that our employee re- 
lationships be on a sound basis. To 
keep our employee turnover at a mini- 
mum also requires that we do a better 
selection job than that of our com- 
petitor. In addition, the office executive 
must be constantly alert to apply new 
developments to simplify his methods 
of doing business, and thereby reduce 
his operating expense—HAROLD F. 
HARDS, Personnel & Office Super- 
visor, Tire Div., United States Rubber 
Co., New York. 


Use One-Writing Systems 


In the field of one-writing equip- 
ment and one-time carbon applications, 
most organizations couid go a long way 
toward cutting expenses which lay, for 
the most part, between shipping and 
invoicing. Study the various functions 
of each and find a one-writing combi- 
nation procedure. For small organiza- 
tions, the cost of the usual systems is 
prohibitive. However, there are svs- 
tems existing which even the smaller 
office could use if they were studied 
effectively HARRIS SLOTIN, Gen- 
cral Manager, Southern Auto Stores, 
Savannah, Ga. 


Records Management 


The operation in which office execu- 
tives could help their companies meet 
competition next year would be in 
records management since 65c out of 
every dollar spent for the creation and 
preservation of records is needless. 
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Out of the 100 billion dollars spent by 
industry last year to create records 
(this figure will be higher in 1956), 
65 billion dollars could have’ been 
saved. There is no doubt that savings 
in this field of office operations would 
help companies meet competition.—B. 
F. CUTCLIFFE, Deputy Regional Di- 
rector, Records Management Service, 
General Services Administration, Kan- 
sas City, Mo. 


Control Idle Time 


Savings could be obtained by better 
control of coffee breaks and other idle 
time.—J. H. KOMP, Controller, Ke- 
wanee Boiler Division of American 
Standard, Kewanee, Ill. 


Better Forms Design and Control 


Generally speaking, most companies 
have failed to put a sufficient emphasis 
on forms design and forms control. 
Many companies have completely ig- 
nored this matter and hold no one in- 
dividual responsible. Forms design 
is the beginning and the end of all cler- 
ical or office work. The design of the 
form determines the amount of clerical 
effort that will be spent writing on it 
and handling it. Good forms do a 
better job, eliminate errors and re- 
duce the number of office workers. This 
is a vital area for the attention of 
those who would improve their profit 
by reducing clerical overhead in 1956. 
—B. F. FEELEY, Systems & Pro- 
cedures Analyst, Clarostat Mfg. Co., 
Dover, N. H. 


Combine Payroll Deductions 


The City of Abilene has saved much 
time on its payroll by using a chart 
which combines Social Security and 
Withholding Tax for deductions on the 
payroll. This substitutes one column 
of deductions for two. The deduction 
on Social Security will be stopped be- 





ginning with the pay period after the 
employee has made above $4,200. Then 
the regular withholding chart is 
At the end of the calendar year, the 
Social Security section of the W-2 
forms are filled in by taking 2% of the 
employee’s salary up to $4,200. The 
total from the W-2 forms will equal 
one-half of the four quarterly remit- 
tances to the state. This procedure is 
much more practical than placing the 
Social Security as a separate deduction 
in a separate column. The Internal 
Revenue office in Abilene has approved 
this method of deduction MARSHALL 
BROMLEY, Chie f Accountant, City of 
Abilene, Texas. 


Use Sales Statistics 


For those companies which are suffi- 
ciently large, the installation of tabu- 
lating equipment would be a _ most 
profitable investment. Further, the 
consolidation of reporting statistics 
should be effected in cases where sev- 
eral branch plants are involved. For 
example, a desirable breakdown would 
be sales and cost of sales by classes 
of products, so that the salesmen’s 
efforts could be more effectively meas 
ured and compensated accordingly. 

This breakdown would point out 
those items which were not so profitable 
and management could decide whether 
to change the selling price or, per- 
haps, remove the unprofitable items 
from their line. A breakdown by city 
and state, of course, also should be 
made and studied, so that management 
could plan a more intensive sales cam- 
paign in those areas where sales were 
low and selling effort weak.—R. L. 
JETT, Assistant Treasurer, Vulcan- 
Hart Mfg. Co., Baltimore. 


Office Workload Analysis 


used. 


Office executives can always play a 
significant part in the competitive field 
ahead of us, by using two available 
management tools (one new, one old) 
as a lever of good influence on their 


10 


entire organization toward getting the 
share of the market that their company 
can satisfy. 

One tool, the relative cost position 
of their office expenses (percentage- 
wise) to the total cost of their com- 
pany’s products or services (and, 
where available, the average propor 
tion of the same expenses of their com 
petitors), coupled with the new tool, 
office workload analysis, systems engi- 
neered to the company’s production or 
sales forecast, can provide office execu- 
tives with an influence for competitive 
well-being, to the extent that they can 
definitely establish the part they are 
playing in the competitive aspects of 
their business. 

A comparison of their cost position 
to that of their competitors will show 
their relative efficiency. If their cost 
position is in excess of their competi- 
tors, or represents a significant pro- 
portion of their own total costs of sales, 
the office workload analysis can be used 
to disclose the areas which should be 
examined for economies. Using the 
office workload analysis accordingly, 
the office executive can, through discus 
sions with systems personnel and sev 
eral competitive equipment salesmen or 
outside consultants, establish the rela- 
tive efficiency of his present methods. 
Economical changes can be made from 
this review, or a disclosure made to 
management that the present methods 
of operations are balanced efficiently 
in line with the company’s future 
activities. 

A company can advantageously ap- 
ply this workload analysis tool to other 
clerical areas, showing significant per- 
centages of expense to total costs of 
sales. Where it appears that such ex- 
penses cannot be lowered after the rec- 
ommended type of review, management 
can make the decision to discontinue 
a particular product or product line 
and change to, or concentrate on, high- 
profit items within their capacity. 
Using these two tools, the office execu- 
tive can do his part in guiding his 
company to the share of the market 
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which his company can satisfy eco- 
nomically.—H. A. McKEAN, Director 


of Programming, Data Processing Sec- 
tion, Eclipse-Pioneer Div., Bendix Avi- 
ation Corp., Teterboro, N. J. 


Facilitate Customer Service 


Automation and _ integrated data 
processing seems to be the present 
vogue. I firmly believe then that it is 
incumbent upon office management ex- 
ecutives to take a good look at their 
individual operations to determine the 
applicability of such systems. In this 
respect, good programming will be re- 
quired since top management generally 
will not accept revolutionary ideas un- 
til certain economies are realized. The 
initial cost of any equipment required 
should possibly be amortized over a 
period of years in this programming 
rather than during any one single year. 
Long-range objectives, therefore, must 
be completely scheduled. This should 
be a definite step since other applica- 
tions of these systems to effect further 
economies can only be made through 
experience and will require the full 
support of top management. 

I believe that during 1956 emphasis 
should be placed on paperwork manage- 
ment. It is a well known fact that 
tremendous savings can be _ realized 
through an orderly program of records 
management through proper retention 
and storage of valuable records and 
the disposal of documents once their 
useful life is exhausted. In this con- 
nection, the birth of documents should 
be closely controlled. This indicates 
the need for at least a periodic review 
of daily operating procedures’ to 
streamline this paperwork. 

Office executives can meet the grow- 
ing competition in most businesses 
through the medium of facilitating 
service to the customer. While an office 
manager perhaps is not too closely in- 
volved in administering the sales force, 
his company’s livelihood does depend 
upon sales! With this in mind, execu- 
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tives and others administering business 
management functions should be con- 
stantly devising methods whereby busi- 
ness is transacted as expeditiously as 
is possible. Better methods, systems 
and procedures appear to be a primary 
requisite with a view toward constantly 
improving customer relations.—A. I. 
MULYCK, Chief, Office Services 
Branch, Chicago Operations Office, 
U. S. Atomic Energy Commission, 
Lemont, Ill. 


Reduce Number of Files 


Take a look around your office. How 
many filing cabinets can you see from 
where you sit? If none, would you 
mind getting up and taking a walk 
over to where you can see at least one. 
I’ll venture to say that at least 20% 
of the material in that cabinet (barring 
a pre-examination or special circum- 
stances) does not belong there. It 
should be either destroyed or placed in 
a location where you would not pay 
as much rent as you do. We have to 
get a little tough at times about files 
but I’ll venture to say that you will 
find few companies which have fewer 
files in their office area —ALBERT G. 
WHALEY, Methods and Procedures, 
United States Steel Export Corp., New 
York. 


Improve Order Handling 


Improvements can be made in the 
procedure for handling a customer’s 
order from the time it arrives in the 
office, through production and invoic- 
ing. Many copies are made for internal 
departments and various individuals in 
the outside sales organization. I be- 
lieve great savings in time and forms 
can be gained by proper order han- 
dling, proper production procedures 
and proper invoicing which means well 
laid plans for duplicating and repro- 
duction equipment.—V. B. BROOKS, 
Treasurer, Erie Meter Systems, Erie, 
Pa, 

(Continued on page 150) 
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on the DAVIDSON DUAL-LITH 


Reproduction time on two- 


sided jobs is cut in half by Model 242 

as it lithographs both sides of the 

1 6ne ! sheet on one trip through the machine, 

giving you 12,000 impressions per 

hour with the machine operating at 

normal speed. You change from regular one-side offset in minutes. Finger-tip con- 

trols make it easy for your operator — she can even sit down on the job. And she’s 

happy about the fact that she keeps her hands clean, for she just pushes a knob to 

clean the blanket automatically. The plate segment stops at a predetermined position 

for easy accessibility and its quick change design means masters and plates are 

changed in seconds. Automatic operation assures you of finest quality reproduction 

on everything you print—line work, halftones or multi-color. Model 242 is unexcelled 

for short run offset, and it’s far superior in the long run too. Heavy duty, precision 
construction means low, low maintenance. 

You can also do Davengraving, dry offset, letterpress, imprinting, number- 
ing and perforating with Model 242. It’s the most versatile machine in the market. 
Handles sheets from 3” x 5” to 10” x 14” and any stock from light manifold to 3-ply 
cardboard as well as envelopes. Compare it! 


DAVIDSON CORPORATION 


A Subsidiary of Mergenthaler Linotype Company a re 
Rds 29 RYERSON STREET, BROOKLYN 5, NEW YORK for economical, flexible 


Distributors in all principal cities ~~. cold type composition 
_~ 


Use ProType or Reditype 


‘OR YOU! 


Text set in Linotype ¢ Headings in Prolype 


For More Information Circle No. 199 
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Working capital! Even the healthiest com- 
panies need an occasional transfusion of 
this life-blood of business, via bank loans 
or stock issues, 

3ut when there’s a chronic shortage, it 
usually means that corporate anemia 
has set in. Routine operations seem like 
mighty efforts. Opportunities slip by — 
for the patient has lost the power to act. 


In many such cases, Keysort punched- 
ecard accounting works wonders, 


For it often happens that the cause of 
chronic working-capital shortage lies 
right in a company’s own inventory. Too 
much money is tied up in raw materials, 
in-process goods, unshipped products. 


Keysort factory control can show you 
on time when and where an unnecessary 
inventory bulge is developing. Thus you 
keep inventory lean, and use the money 
saved to nourish working capital, 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and 
give them to you fast. Daily, weekly, 
monthly — as your needs require. Whether 
you run a 100-man branch plant, or an 
industrial titan. At low cost, 

The trained McBee man near you has 
a presentation which will show you how 
it’s done. It takes just one hour, from 
start to finish. Phone him or write us. 





McBEE © KE YSORT. 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio + Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The’ McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


For More Information Circle No. 138 
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ribbons for 225 
office machines J 


Machines vary. So do operators. And job requirements 
vary, too. But two needs are constant the need for clear 
legible work and the need for economical production. 


Websier meets these needs with a wide variety of inked 
ribbons for specific machines and specific kinds of work. 
They are made from the finest materials, either silk, long 
staple cotton or nylon. And there is a wide choice available 
in color and ink intensity. 

Naturally, these fine ribbons are unconditionally guar- 
anteed. Webster introduced the first non-filling typewriter 
ribbon in 1889. Since then they’ve been precision made and 
carefully inspected, inch after inch, to insure uniformly good 
service. 

The ribbon that does high quality work, dependably and 
economically, is the best ribbon for your office. Your wisest 
choice is Webster’s . . . consult your nearest dealer or write 
to us directly. 


F.S.WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Massachusetts 


For More Information Circle No. 104 
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EST "BUYS" 
— 
Office Equipment 


What kind of equipment can office manage- 
ment invest in most profitably this year? 


PROFIT AND PRODUCTION are the keywords 
this year. One is meaningless without the other. 
Higher production, of better quality, at less cost 
generally requires better mechanical equipment. 
This is especially true in today’s offices because man- 
power remains in short supply in most areas. Also, 
wages continue to rise. On the following pages, 
office executives state the types of machines and 
other equipment which they believe is the most profit- 
able investment, based on their own experience. The 
opinions which are published here are truly repre- 
sentative of the hundreds received, indicating a wide 
acceptance for the types of equipment mentioned. 
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Automatic Equipment 


Automatic or semi-automatic office 
equipment is the outstanding invest- 
ment which an office management ex- 
ecutive could acquire during 1956. Our 
own experience would suggest the con- 
tinual study of operations to stream- 
line and install more or less automatic 
systems for most procedures, in par- 
ticular repetitive procedures, is desir- 
able. 

We are switching most of our ac- 
counting and control to punched, cards 
because of the savings in personnel 
that result. Office executives as a 
whole can best aid their own enterprise 
by concentrating on cost reductions 
which is the corollary of increasing 
efficiency on the part of personnel in- 
volved in the administrative functions 
of any concern. I am sure that we will 
maintain our usual level of new pur- 
chases during the coming year as we 
are increasing our facilities in two 
areas.—EDWIN P. NEILAN, Evecu- 
tive Vice President, Equitable Security 
Trust Co., Wilmington, Dela. 


\ir and Sound Conditioning 


Management can profitably invest in 
acoustic equipment and air conditioning 
with the object of appealing to a better 
class of office help—EDGAR D. WOIS- 
ARD, Secretary, Burgess Manning Co., 


Libertyville, Ill. 


Shelf Filing 


The office equipment which manage- 
ment could profitably invest in is open 
shelf filing and electric typewriters. 
We constantly strive to keep costs of 
office equipment down. We hope this 
year to institute an overall savings in 
sovernment offices in our region (Iowa, 
Kansas, Minnesota, Missouri, Nebraska, 
North and South Dakota) which will 
result in a lower level of purchasing of 
office equipment, below that of 1954 and 
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1955. —B. F. CUTCLIFFE, Deputy 
Regional Director, Records Manage- 
ment Service, General Services Admin- 
istration, Kansas City, Mo. 


Duplicators Are Profitable 

In our main office, having approxi- 
mately 150 employees, we find the vari- 
ous duplicating and reproducing ma- 
chines are the most profitable.—L. F. 
RAU, Office Manager, Lone _ Star 
Cement Corp., New York. 


Fast Copying Machines 


I do expect to speed up my purchases 
for the modernization of the registrar’s 
office within the next three years. In 
all probability, the next bit of equip- 
ment to be added will be some fairly 
high speed copying device for grades, 
+: anscripts and other reports. I would 
expect colleges in general to be pur- 
chasing all types of labor saving equip- 
ment to meet the ever growing needs of 
secretarial service.—CHARLES R. 
WOLFE, Dean of Admisstwns and Reg- 
istrar, Gettysburg College, wettysburg, 
Pa. 


Electric Typewriters Pay Off 


How many really know the story of 


electric typewriters? In talking to 
others I constantly hear, “But we can’t 
afford such expensive machines.” They 
say this without realizing that manual 
typewriters are more expensive in 
equipment cost plus operating cost than 
electric machines. Let me illustrate: 
An electric machine costs about $290 
more than a manual machine plus $12 
for service charges plus $5 for elec- 
tricity. Total cost during those 5 years 
of average life is $285: $200 for the 
machine, $60 for service and $25 for 
current. Many firms are reducing 
typing staffs 20% after installing elec- 
tric typewriters. Let’s be conservative 
and use 16%% savings. An average 
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salary for a typist is $275. Let’s use 
this and disregard the 10-20% addi- 
tional costs for insurance, F.O.A., etc. 
Let us say you have six girls whose 
salary is $3300 per year each. 

Now you buy five electric typewriters 
which cost $285 more or $1425 for five 
machines for five years; you transfer 
the 6th girl and the first year you are 
$1875 ahead ($3300 less $1425). At the 
end of five years you have saved over 
$15,000. But the average person thinks 
he can’t afford electric typewriters 
which will save him $15,000 in five 
years! 

Then go on to tell how this comes 
about through decreased fatigue—not 
faster typing; through leveling out the 
production curve, ete. I don’t believe 
that there is anything that is offered 
today to the average company that can 
be used so profitably as electric type- 
writers——ALBERT  G. WHALEY, 
Methods and Procedures, United State 
Steel Export Corp., New York. 


Mail Handling Machines 


It would seem that the greatest field 
for improved efficiency lies in the in 
stallation, where it is feasible, of such 
items as accounting equipment for the 
speedy processing of accounts receiv 
able, accounts payable, payrolls; the 
installation of statistical accounting 
equipment which will provide for man- 
agement the needed sales statistics and 
the accounting department with cost 
data, inventory controls, etc. 

Where heavy mail is being handled, 
the investment in a metered mailing 
machine, plus Addressograph equip 
ment which can also be utilized by the 
payroll department, will more than 
pay for itself in labor saved in a very 
short period of time. The installation 
of billing equipment, such as Burroughs 
with its built-in calculator, can be of 
inestimable value to a growing con- 
cern. Needless to say, where the situ- 
ation warrants it, management should 
give serious study to adapting some of 
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their office procedures to IBM equip 
ment. 

We expect that our purchase of offic 
equipment will be maintained at the 
same level as 1954 and 1955, with the 
possibility of being slightly increased 
particularly in the field of office furni- 
ture. We are presently working on a 
replacement program which is about 
one-third accomplished. We hope to 
see it brought to a conclusion before 
the end of 1956.—ELMER R. DON- 
ALD, Gffice Manager, Blanton Co., St. 
Louis. 


Accounting Machines 


This year, it would from our 
viewpoint, we can most profitably in- 
vest in payroll accounting machines 
and general accounting machines which 
will enable us to reduce paperwork on 
vouchers, etc. We do not anticipate as 
much purchasing of office equipment in 
1956 as we have had in the preceding 
years. I would guess, however, that 
toward the latter part of 1956 and go- 
ing into 1957, we may be stepping up 
our purchases of office equipment.—D. 
R. FORREST, Assistant Vice Presi- 
dent, Cle veland-Cliffs Iron Co., Cleve- 
land. 


seem 


ul . . * a 
Telephone Dictating System 
The items of office equipment we feel 
that management can profitably invest 
in this year are those that make an 
operation more efficient, provide better 
services to our customers, and help re- 
duce expenses. One kind of office equip- 
ment which will achieve the principles 
stated above is the telephone dictating 
system which is compatible with ex- 
isting dial telephone equipment giving 
every telephone user access to the dic- 
tating system. Other equipment would 
include machines for data processing. 
With the advances made in data 
processing equipment, the wider appli- 
cation of such equipment to office pro- 
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cedures involving payroll, billing, price 
lists, sales reports etc., are all areas 
in which we feel savings can be at- 
tained. For example, we are currently 
working on a project covering changes 
made in printed price lists from a 
manual operation to a tabulating oper- 
ation with estimated savings of about 
$30,000 a year. 

Being a progressive company, we 
expect to maintain our usual level of 
purchasing in office equipment. Such 
expenses, while representing a capital 
investment, have usually paid for them- 
selves by reducing our cost of opera- 
tion. We try to keep ourselves flexible 
in the purchasing of equipment to take 
advantage of the latest developments 
in the simplification of office routines. 

HAROLD F. HARDS, Personnel & 
Office Supervisor, Tire Div., United 
States Rubber Co., New York. 


- . s 
Quiet Machines for Hospital 

Frankly, the greatest need in hos- 
pital offices today is competent and per- 
manent, well trained personnel. One of 
the specific needs of hospitals office pro- 
cedure would be to get accurately writ- 
ten requisitions from the various nurs- 
ing units and _ special professional 
departments. While it is true that 
some companies offer a possible solu- 
tion, in many instances the equipment 
is either too noisy or too expensive. It 
is a field that would yield savings if 
it could be properly organized—SIJS- 
TER JULIANA, Business Manager 
De Paul Hospital, Norfolk, Va. 


Multi-Service Equipment 


Office equipment purchases should be 


directed toward types of equipment 
which are of multi-service nature. The 
concept and the acceptance of systems 
engineering for the office has, in my 
opinion, finally penetrated through 
most levels of management here and 
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abroad. The corollary to this concept 
of office systems engineering is the ac- 
ceptance and application of one of the 
basic principles of systems engineering, 
i.e., the single-writing principle. Future 
equipment specifications and perform- 
ances should, therefore, be directed 
toward those types which, at the time 
of processing the source record, pro- 
duce information that will serve as 
many subsequent data requirements as 
possible within the related function. 
E. A. McKEAN, Director of Program- 
ming, Data Processing Section, Eclipse- 
Pioneer Div., Bendix Aviation Corp., 
Teterboro, N. J. 


Modular Furniture 


In general I would say that manage- 
ment, in buying equipment for the office 
in 1956, should carefully select only 
such equipment as will save space or 
time, and all equipment does not fall 
into this category. Writing machines 
which produce, as a by-product of an 
original writing, a punched tape for 
subsequent rewriting of repetitive in- 
formation, are a must. Modular fur- 
niture which streamlines the flow of 
work, and can save as much as 30% 
floorspace, is a must in 1956. 

Unlike the factory executive, who 
is keenly aware of and usually inter- 
ested in adopting newly developed 
machines and equipment to his manu- 
facturing operations, the office execu- 
tive usually takes only a passive in- 
terest in new machines and equipment 
available for office clerical and account- 
ing functions. The result has been, 
and is today, an ever-decreasing cost 
of factory output and a constantly in- 
creasing cost of office output. All op- 
erating costs of a company are reflected 
in the price of the product, either 
directly or indirectly. Office executives, 
who really want to help their com- 
panies to be in a better competitive 
position in 1956, must open their eyes 
and minds and develop attitudes of 
acceptance toward the new machines 
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PP 


NOW! 


— OT) 


FOR THE FIRST TIME! 


INDIVIDUAL 
WATERMARKED 
PAPER 


At less than 34¢ per sheet 
in quantities of 1000! 


Larger quantities as little as !/>¢ 
per sheet per 1000! 


EVERY BUSINESS CAN NOW 
AFFORD ITS OWN PRIVATE? 
WATERMARK 


IT’S DIFFERENT! IT’S IMPRESSIVE! ( 
IT’S DISTINCTIVE! IT PROTECTS! | 


Enhance your company’s prestige. feat 
your important business forms positive ( 
protection against fraud. Only a water- ( 
mark can do this . . . Nothing else will! y 


) With our exclusive process, we can) 
watermark any name, design or an 

{mark on letterheads, personal stationery, ( 
business forms and other valuable _ pers 
- ++ at unbelievable low cost! Water- 
marked checks for banks and individuals 
also available. 


@ No expensive artwork or plates 

@ No charge for dies or dandy rolls 

® Watermarking can be done either 
before or after the paper has been 
printed 


Sample sheets on request. Send us your art | 
and the .name of your printer and we will 
prepare watermarked samples for you. No cost 
or obligation. We can watermark on your 
paper or supply you with paper at standard 
prices. ( 
( 

SERVICE AVAILABLE THROUGH ( 
FRANCHISED PRINTERS ~ 


ntact 
r 


GUARANTY PAPER CORP. 


Terminal Tower ¢ Cleveland 13, Ohio 
MAin 1-2365 


PP a 
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which will help them 
reduce their administrative clerical 
costs —B. F. FEELEY, Systems & 
Analyst, Clarostat Mfg. 
N. H. 


Modern Files, Duplicators 


In view of the new minimum wage 
to come into effect, a great number of 
offices that employ substantial numbers 
of file clerks will more than likely have 
a decided increase in cost. With this 
in mind, plans should now be put into 
effect to keep this cost in line. Many 
offices have not let their file system 
erow with the business, but just add 
another person where possibly another 
system could have been used. 

As the amount of paperwork in- 
I believe that it will be almost 
a must for any office having a volume 
of different forms, to add their own 
offset or duplicating department. This 
also helps reduce the dollar value of 
paper form carried and per- 
mits on-the-spot changes in forms to 
meet the changing need without having 
a supply of obsolete forms on hand.— 
JIM HARDWICK, Purchasing Agent, 
Motor Lines, Greenville, S. C. 


and equipment 


Procedures 
Co.., Dove is 


creases, 


stock or 


Coope , 


More Reproduction Equipment 


During 
mechanized 
handling of 
vested in additional reproduction equip- 


invested in two 
units for speedier 
cards. We also in- 


1955 we 
filing 
IBM 


ment for our duplicating department, 
such as a large power paper cutter, a 
larger offset platemaking 
equipment. It is not our intention to 
compete with commercial printing con- 
cerns. However, since we are in effect 
a paperwork factory, we have found 
the service derived from operating our 
own duplicating department has a 
great many advantages, in addition to 
being economical. 

We are now conducting surveys in 
regard to mechanized mail handling 


press and 
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New methods are now available for identification and control of raw materials, parts and finished products as 
involved in: production, storage, shipping and receiving. Integrated with other common language machines or 
used independently, Dashew's Electronic DATABOSSER V100-EW makes possible systems of unprecedented 
efficiency where record writing and/or identification are required. Data reduction sources @ automatically 
activate and cycle all operations —including type setting —of @ the DATABOSSER V100-EW for high speed 
production of @ oasuariate metal identification and writing tags. At the rate of up to 5000 per hour the 
DATABOSSER automatically embosses fixed and/or variable data and can simultaneously: attach tying wires, 


emboss sequence numbers, coat characters for easy reading and notch plates for sorting or coding. In con- 
junction with color-coded, chemical & weather resistant DASHAPLATES and other specialized Dashew tools, 


the Electronic DATABOSSER will: expedite operations, cut clerical costs, eliminate costly mistakes and provide 


better control. 

A Dashew Systems Engineer is at your service. Write for further information 

DASHEW BUSINESS MACHINES, INC. q 
5886 Smiley Drive, Culver City, California / Cable: DASHEWS 


For More Information Circle No. 118 
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Multilith, Davidson and 


W ebendorfer operators! 


STOP Mis-feeds 


with Wale FLOATING NOZZLES! 


Wale FLOATING NOZILES j 


U.S PAT 2266927 


Having feeding trouble with your 
OFFSET duplicator? 

Cut waste and operating costs — feed 

tissue, card, book paper without mis- 


Shown installed on Davidson Duplicator 


WRITE for complete informa- 


tion and “Pressman's Paper 
Feeding Guide" packed full of 
tips on paper feeding. 


Wale Floating Nozzles* 
300 Broadway, San Francisco !!, California 


Please send information on Wale Floating Nozzles 
. offset duplicator and FREE COPY 
of ''Pressman's Paper Feeding Guide". 


Name 
Company ... 
Address 


PEE ere ee pede 
*Manufactured by Roller Press, San Francisco 
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equipment and will probably invest in 
an inserting and mailing machine dur- 
ing the coming year. In our opinion 
our office is now more mechanized than 
the average office. 

We plan to put more emphasis on 
enrollment . with the possibility of 
setting up mobile enrollment offices and 


| establishing additional area offices to 


enrollment and service at the 
DALLAS WHITE, Office 


Blue and 


handle 
local level.— 
Manager, Oklahoma 
Blue Shield, Tulsa. 


Cross 


*. . 

Mechanical Equipment 

Management can profitably invest 
in dictating machines, electric type- 
writers, postage meters, duplicators, 
filing sorters, and other up-to-date me- 
chanical equipment such as calculators 
and accounting machines when _ re- 
quired. 

We expect to maintain the same level 
of purchasing office equipment in 1956 
as compared to 1955 and 1954.—M. J. 


| BENDER, Secretary, Chase Bag Co., 


New York. 


es . 
High Speed Machines 

An initial outlay of money for a fast 
machine is certainly cheaper than the 
constant monthly salary that must be 
paid to clerical personnel. Such ma- 
chines as high speed calculators, to 
streamline the work of personnel who 
calculate with a pencil, will help to hold 
the line on expansion of staff. Other 
machines designed to accomplish the 
same end, where the need is present, 
are electronic computers. Electric type- 
writers should be purchased where jobs 
require 50%, or more, typing per day. 
Electric typewriters reduce fatigue and 
show greater output. We must all 
realize that the age of automation is 
here and in order to reduce office ex 
pense we must invest money in auto- 
matic equipment. . 

We expect to buy as much, or more, 
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NEW 
Red and Blue 
colors are 
now made in 
3 degrees 
of hardness. 











Colorbrite 


writes in vivid, intense color with little pressure. Leads 
are strong and smooth—take and hold really sharp points. 
26 High-Visibility colors. 


Trademarks Reg. U. S. Pat. Off 


= BBBRIMRD, RABER “:2=° 


NEW YORK © TORONTO 


TEAR OUT THIS ADVERTISEMENT — WRITE IN ON YOUR COMPANY LETTERHEAD FOR A FREE SAMPLE 


For More Information Circle No. 114 
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office equipment in the year 1956 as we 
did in the preceding year. Our serv- 
ices are expanding here the same as in 
the industrial type office, and we must 
therefore obtain equipment to take care 
of this normal expansion. By the same 
token when we purchase this equip- 
ment, we must look at the overall pic- 
ture and not be guided by what we 
have done in the past, but purchase 
with an eye to the future considering 
the age of automation and elimination 
of clerical jobs wherever possible. 
A. C. SHEPHERD, Purchasing Agent, 
City of Winston-Salem, N. C. 


New Machines for Old Workers 


Management can profitably invest in 
equipment that will cut costs of labor, 
give better results and build good will 
towards the personnel. Management 
should give due consideration to long 
and faithful employees with respect to 


“THAT'S MY 
CODE Cau’ 


CODE CALL 


for instant communication 


WALK — Don’t run to the Nearest Telephone 
Your switchboard operator just pushes a button; instantly a chime, a bell 
or a horn spells out a code coll for someone away from his or her desk 
The person being poged then responds via the nearest telephone. The 
WHEELOCK CODE CALL is the ideal among panina systems. And it’s so 
easy to install! WRITE FOR BULLETIN 4B-8 

Engineering 


CODE CALL 
SIGNAL 
Representatives ENGINEERING & MFG. CO 
N RANCH. NEW JERSEY 


in Principal Cities : LONG B 
For More Information Circle No. 190 
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MES Sey 


purchasing typewriters, chairs, calcu- 
lators, etc. A satisfied user is a good 
producer. We budget about the same 
amount each year for replacing worn 
equipment and purchasing new items. 

DONALD C. BROGAN, Purchasing 
Dept., Troy Savings Bank, Troy, N. Y. 


Conventional Equipment 


The type of office equipment that 
management can profitably invest in 
depends upon the size of the individual 
company. For the smaller companies, 
such as ours, it may mean that im- 
proved methods will be all that is 
necessary. 


A recent study here indi- 
cated that conventional equipment and 
new 
help 
Staff 
Curry 


Calif. 


approaches to old problems will 
most.—RICHARD P. DITTON, 
Assistant, Park and 

Co., National Park, 


Y osemite 


Y osemite 


PACE SAVER 
secra-type 
by WORDEN of HOLLAND 


252—ST 
52 x 32 


commercial type 
leather up- 


A complete line of 
office desks, chairs, and 
holstered furniture. 


Write for catalog and details. 


MICHIGAN 
For More Information Circle No. 191 
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R.C. Allen ..........-. 
ays ie fa aa 


The Low Price of R. C. Allen Cash Registers is all the more 
amazing because of the many ‘‘extra"’ efficiency features con- 
sidered standard in these versatile machines. Most businesses, 
whether large or small, will find an R. C. Allen model suited to 
their requirements and satisfactory in both service and value. 
The preference for R. C. Allen quality is natural with executives 
who are’ both economy and efficiency conscious. Call your 
R. C. Allen dealer for a demonstration or write us for information 
about a cash register to meet your requirements. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 


TYPEWRITERS + CASH REGISTERS - ADDING MACHINES - SAFES + FILES - BOOKKEEPING MACHINES 
For More Information Circle No. 122 
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R.C. Allen ......... 


buns gues you finedt vad 


You'd Expect a VisOmatic Typewriter to Cost More... 
yet, with all its exclusive features for speed, accuracy and 
efficiency, this fine machine actually costs less than many 
standard makes. The R. C. len practice of giving the 
utmost in quality, perf 

price—is why the VisOmatic is bec ng more and more 
the first choice of business men and women everywhere. 
Ask your R. C. Allen deale in office demonstration— 
or write us for a free t ¢ about ‘the wor 


advanced typewriter 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich 


TYPEWRITERS + CASH REGISTERS - ADDING MACHINES - SAFES: FILES - BOOKKEEPING MACHINES 


For More Information Circle No. 120 
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B.C. Allen ......... 
aa it 


MIMEOGRAPH, MULTILITH, BRUNING, OZALID AND SIM- 
ILAR DUPLICATING processes demand good master copies to 
produce sharp, clear reproductions. The new R. C. Allen Elec- 
trite is made especially for this purpose. The exclusive Microflex 
impression Control, adjustable to any duplicating system re- 
quirements, permits better master copies than any other manual 
or electric typewriter. It is electrified where 95% of typing ac- 
tions are performed, manual where 95% of electric service com- 
plaints occur. Call your R: C. Allen typewriter dealer, or write 
for complete information, 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 


TYPEWRITERS + CASH REGISTERS + ADDING MACHINES « SAFES>+ FILES~ BOOKKEEPING MACHINES 


For More !nformation Circle No. 119 
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BGC. Alle ny scone wscn 
senign ep 


Ultimate Value in Service, as well 
an important consideration in « 
chine. TheR.C. Alienis knowr 

and a full measure of value 

which are exclusive at the very | 
R. C. Allen dealers have electri 
full keyboard and ten key model 


right machine for your job. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 


TYPEWRITERS « CASH REGISTERS - ADDING MACHINES - SAFES: FILES - BOOKKEEPING MACHINES 
For More Information Circle No. 121 
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Automatic Equipment 
Our interest in office equipment, 
which we feel can give us the most 
profitable return, is in the area of auto- 
mation using punched tape equipment 


for the creation of documents and the 


by-product use of this tape to self-per- 
petuate this data from that point for- 
ward. It would be our expectation to 
not only maintain our usual level of 
purchasing office equipment but, on the 
dollar. volume basis, to increase this 
level this year through the purchase 
of automation equipment.—F’. N. WIL- 
LEY, Audit & Methods Div., Brown 
Co., Berlin, N. H. 


. 

Oifset Duplicators 

An area to be looked at is captive 
type printing plants. Significant strides 
have been made during the past few 
years in the offset field. Such equip- 
ment can easily replace other types of 
duplicating equipment at considerable 
savings in operation costs. Also, in 
many instances, such reproductions can 
be tied into order-inventory-shipping- 
restocking-warehousing-billing proce- 
dures that are presently separate func- 
tions in many companies.—A. I. 
MULYCK, Chief, Office Services 
Branch, Chicago Operations Office, 
U. S. Atomic Energy Commission, 
Lemont, Ill. 











“File this and come back tomorrow. It 
you can find it then, you'll be hired.” 
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Big Numbers 


boost 
efficiency 


Automatically prints large, legible num- 
bers on file folders, job tickets, time 
cards, etc., makes for easier reading, 
faster work. (Provides consecutive, dupli- 
cate or repeat numbering.) See your 
dealer or let us send our catalog—“How 
to Select a Numbering Machine.” 


Specify FORCE for the Finest 


WM. A. FORCE 


216 NICHOLS AVENUE, BROOKLYN 8,N.Y. 





For More Information Circle No. 384 
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The Perfect 


LOW-COST ! 
Addressing : 


The complete story and free samples are 
yours for the asking. 


PENNY LABEL COMPANY 


9-C MURRAY STREET*NEW YORK 7. N.Y 


For More Information Circle No. 385 
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No Wonder we ar 
all changing To 


Hu¥on 


PULL OUT S/yé 


The one-time carbon and second sheet for 
correspondence and general copy work 
that is winning over office after office. It 
is all so logical, for here is such a simple, 
easy method that not only gives sharper, 
cleaner copies, but increases production 
and office morale as well. 
You are invited to try HURON COPYSETTE 
without obligation. Send in the coupon 
below for your free sample. 
ily 
—e z PAPER CO. 


| 
SULPHIT i 


port wuRO® nae ar , 
4 ee me 
t port Huron, a cp without — t D AD . 
n ETIE. : } 
Please %° — HURON corys 3 -_ z 
samples © = 
\ FAST 
: a. EFFICIENT 
1 Compony ’ 


, PORT HURON SULPHITE & PAPER CO. 


| Street 3 PORT HURON, MICHIGAN 


For More Information Circle No. 176 
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TEST-RUN THAT COPYING MACHINE! 
Here’s what to look for—and how to find it! 


A copying machine should do everything well. Use this 12-point test to find the 
machine that will meet your every office copying need with a minimum of effort 







1. Test for colored papers. 7. Test for signatures. 


2. Test for fine details. 8. Test for paper sizes. 


9. Test for all inks, even 


3. Test for two-sided material. non-carbon base. 


4, Test for opaque material. 10. Test for quality and speed under 
direct lighting. 
5. Test for colored inks, pencil 


11. Test for number of copies without 
and crayon. 


developer change. 


6. Test for spirit duplications. 12. Test for minimum dial adjustments. 


® : 
Only the Copease photocopier scores 100% on this practical test. Use a singe dial set- 
ting for 95% of your work. Make 200-300 excellent copies without developer change. 







TEST-RUN COPEASE FREE! NO OBLIGATION. 
SEND NOW FOR 3-DAY OFFICE TRIAL & “TEST COPY”. 





Offices: New York, 270 Park Avenue, PLaza 3-6692 * Los Angeles, 3563 Wilshire Boulevard, 
DUnkirk 5-2881 * Chicago, 201 N. Wells St., ANdover 3-6949 + Distributors in Principal Cities 


COPEASE CORPORATION 


270 PARK AVENUE, NEW YORK 17, N. Y. 


For More Information Circle No. 134 


Record handling production 
increased 75% with Rol-Dex! 


Ihe above illustration shows a double cuts costs for many departments of 
deck Rol-Dex unit saving money for this railroad because Rol-Dex record 
a large eastern railroad. This partic- handling equipment pays off through: 
ular unit is used for active over 

charge freight claim records. Post @ better working cond'tions . . . clerk 
ing and reference work is done by the remains seated—less fatigue—less turn- 
clerk right at the file, yet the records over. 

are immediately accessible to outside 
reference at all times. 


Increased record handling production @ increased speed and efficiency. 


@ direct reduction in personnel required. 


ZS 7 

ROL*O. WATSON MANUFACTURING CO., Ine. ; 
ssess0ewe see voce Rol-Dex Divis on, Dept F.4 
Jamestown, New York 
Inquire about 
this and 

Compeny 
Nene : re : other Rol-Dex 
Street ; installations 
City 


Please send me information about ROL- DEX 


WATSON [established in 1887) also builds a complete line of filing 
cabinets and courthouse, bank and hospital equipment. 


For More Information Circle No. 261 
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4 TO 8 INSERT : ENVELOPE 
FEED BOXES : 


revolutionizes 
mailing 


STACKS 


INSERTING & 
MAILING MACHINE 


Inserting & Mailing Machine 
performs all of the operations in 
preparing your mailings 

in continuous sequence 
automatically. 


INSERTING AND MAILING MACHINE CO. 
Phillipsburg, New Jersey 
(C0 I'd like to see a demonstration at 
a local installation. 


() Send brochure Wider Horizons with 
Mechanized Mailing. 


INSERTING AND 
MAILING MACHINE CO. 


R NEW JERSEY 
PHILLIPSBURG Name 





Firm 
Address 


City Zone State 











For More Information Circle No. 263 
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There is nothing quite like the new electric Odhner — 
this speedy, easy-to-operate 10-key adding machine 
now offers a revolutionary auto-multiplier and 
optional stepover feature! Odhner’s auto-multiplier — 
the 9 small keys at the right of the keyboard — is 
designed so the top depressed key activates the 
multiplying cycle. Now Odhner gives you the 
advantages of efficient and simple automatic 
multiplication — at savings up to $200! New Odhner 
retails at only $399.50. Available now in the U.S.A. 


You can count on FACIT, INC. 


404 Fourth Ave., New York 16, N. Y. 





114 Sansome St., San Francisco 4, Cal. 


Adding Machines 





adds auto-mulitiplier! 
a 
E 


x 
FN 


TRADE-MARK ® 


PAPER CUTTERS 
PAPER DRILLS 
PROOF PRESSES 


Se Supplement your printing or duplicating 

PAPER DRILLS facilities with Challenge time-saving equipment. 
9 styles — in hand, ° . 
foot, and power By enabling you to do your own paper cutting, 
models ene et ancl 
drilling, and proofing rignt in your own 
shop, Challenge helps eliminate the cost of 
outside ‘‘paper work'’. Saves you money on 
office forms, price lists, catalog sheets, direct 
mail, etc. And Challenge equipment is so easy 
to handle your present office boy or girl can do 


the job . . . quickly, economically, efficiently! 





Dealers in all 
PAPER CUTTERS Principal Cities Mail Sounor 
11 models — 7 sizes. Bench, for specific 


floor, semi-hydraulic, and full- information. 
hydraulic models 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


Send details as checked below: 


(] Paper Cutters (_] Paper Drills 
(_] Proof Presses (_] Paper Punches 


NAME —— 


FULL ADDRESS 
PROOF PRESSES 


Full selection of 5 
styles — 5 sizes. 800 





See ee eee eee eee ee ee eee eee eee ee eee eee Gees eee 
For More Information Circle No. 187 
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inate several steps in the usual multiple 
addressing process. The STEN-C-LABL 


TIME... 
SA ERRORS With STEN-C-LABLS, you actually elim- 


is addressed at the same time as your 


e 
eee cad ressing invoice, order or bill of lading, what- 


ever your procedure or equipment. 
& . , . : 
multiple shipments Addressing errors, mis-shipments are 
avoided. 
STEN-C-LABLS are sent to shipping 


as by-prod uct of department securely fastened to ship- 


" ping copies. Shipping department 
office proced ure makes unlimited impressions direct to 
PANL-LABL on carton with STEN-C- 
LABL applicator. You save the cost of 
buying gummed labels and the time to 
address and fasten to carton. 
Thousands of dollars are being saved 
by present users by eliminating office ad- 
dressing of shipping labels and cutting 
costs on handling of multiple shipments. 


@M& STEN-C-LABLS pre-tabbed to continuous 
forms being addressed on IBM tabulating machine. 


STEN-C-LABL being prepared on * 
manual typewriter. 
STEN-C-LABLS CAN BE ADDRESSED ON 
ANY TYPE OF OFFICE EQUIPMENT: 
@ on manual typewriters 
@ on electric typewriters and billing z 
machines Learn how STEN-C-LABLS can help 
@ on electric accounting machines ‘ solve your multiple shipping problem 


@ on Card-o-type aw Write TODAY for FREE brochure show- 
@ on Teletype — ing detailed operation and actual 


@ on Flexowriter installations 


STEN-C-LABL, INC. 


2285 UNIVERSITY AVENUE, ST. PAUL 14, MINNESOTA 


STEN-C-LABL WAS FIRST +0 DEVELOP: 


@ a stencil to be tabbed on unit or continuous @ a tabbed-type stencil which can be cut 
office form through the ribbon 

@a continuous stencil for addressing multiple @ the SQUEEZE-FEED type of applicator 
shipments on manual and electric type- 
writers and electric accounting machines @ and advertise the PANL-LABL idea 
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PATENTED 
EFFICIENCY 
in the 


Use of 
CARBON 


1. Automatic 
Alignment. 


2. Automatic 
Rotation of 
Sheets for 
longer wear. 


3. Automatic 
Warning of 
last typing 
lines. 





4. Hands do not 
touch the 
coated surface. 


Exclusive sales 

rights given to 

dealers in Foreign oe s 

Countries. . — 
BRANCHES IN ALL LARGE CITIES IN THE U.S. A. 


For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 


For More Information Circle No. 193 
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PROTECT Your 


Business Machine Records 


ACCOPRESS PIN PRONG BINDERS 


If your business machines use marginal pre-punched sheets, 
the Accopress Pin Prong Binder is made especially for them. 
As an indispensable aid to orderly, safe filing temporary or 
permanent—Accopress Pin Prong Binders give you the added 


features of loose leaf convenience with economy. 


Like all Accopress Binders the “9000” Pin Prong line stacks flat, comes 
in a wide variety of sizes and with fasteners for either 6” or 844” centers. 
Made of heavy long lasting pressboard or heavy binder board covered 
with canvas or black pebble grain cloth. 


Dress up your files, protect your records. Ask your stationer to 
show you Accopress Pin Prong Binders—and the whole Acco line 


for greater filing efficiency. 


ACCO PRODUCTS, INC. 
Odgensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 





For More Information Circle No. 159 
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A Famous Machine 


from 
|e ae PO Fuclry 


The entire resources of the famous OLYMPIA factory — 
established in 1903—are concentrated to produce the finest 
typewriter it is possible to build. 

Highly skilled craftsmen and the most modern up-to-date 
machinery combine to give YOU the finest typewriter on the 
market. Test write with it, see it perform, note its precision 
operation and beauty. One test will convince you. 


INTER-CONTINENTAL TRADING CORP. 
90 WEST STREET » NEW YORK 6, N. Y. 


For More Information Circle No. 149 
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Try it 
and FEEL the 
difference! 


Not until you've felt your fingers race 
across the key board of a Johnston can 
you know what ease of operation means 
in adding machines. For the first time 
all keys —both feature and numeric — 
respond to exactly the same light 
finger touch. Try it...and FEEL the 


difference! sold 
and 
serviced 
exclusively 
by 
office 
machine 


. dealers 


ohnston 


ADDING MACHINE CO. 


13343 SHERMAN WAY 


NORTH HOLLYWOOD, CALIFORNIA 


& 


de isis il OY i 
For More Information Circle No. 178 
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Now! Make copies the All-Electric way! The new 
THERMO-FAX Copying Machine needs no 
chemicals, masters or translucencies .. . copies your 
written, typed, drawn or printed original by 
electricity alone. . . in 4 seconds, for as little as 4¢ 
per copy. No special installation necessary. Send 
coupon below for the money-saving details today. 


Thermo-Fax 


Duplicating Products 


The term THERMO-FAX is a registered trade-mark of Minnesota Min- 
ing & Mfg. Co., St. Paul 6, Minn. General Export: 99 Park Avenue, 
New York 16, N. Y. In Canada: P.O. Box 757, London, Ontario 


p--------------------- 


3M Company, Dept. ES-16, St. Paul 6, Minn. 
Please send complete details on the new All-Electric, 
4-Second way to save money and time in my office copying. 


Name 
Company 
Position 
Address 


For More Information Circle No. 132 
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Secretary Mary P. Newlen with some of the 
15 billion rubber bands made last year by 
B. F. Goodrich Co., Akron, Ohio. 


Eulogio G. Ropelos (right), in charge of the 

City of Manila's records division, discussing 

methods with Alfred H. Dorstewitz, past presi- 

dent, Office Management Assn. of Chicago 

and head of the records management division 
of Stivers Office Service, 


Tut Orrice—January, 1956 


General Electric scientists at the Hanford, 

Wash., plutonium plant, have adapted Com- 

mercial Controls Corp. Flexowriters to auto- 

matically record temperatures of various parts 
of atomic reactors. 








Harry A. Gordon, 
W. H, Smith & Son 
Ltd., London; Paul 
R. Honn, Standard 
Register Co.; C. G. 
Watt, R. L. Crain 
Ltd., Ottawa; Rob- 
ert G. Eichenlaub, 
Ohio Bell Telephone 
Co.; Mark B. Enck, 
Standard Register 
Co.; Herbert Hig- 
gins and Harry S. 
Brown of R. L. 
Crain, in the Inte- 
grated Data Proc- 
essing Workshop of 
Standard Register 
Co., Dayton, Ohio. 








A. H. Goodwin 
(left), Monroe rep- 
reseniative in Pasa- 
dena, compares a 
modern Monroe 
Model N Calculator 
with a Model F 
which he sold 37 
years ago to L. R. 
Bradley (right) who 
was then manager of 
the Upland Lemon 
Growers Assn. 


Raymond C. Koontz 
(left), president, 
Diebold, Inc., and 
Norman M. Yonan, 
owner of the Yonan 
Codex, with the spe- 
cial Diebold safe 
that safeguards the 
1500-year-old manu- 
script of the New 
Testament which is 
touring the country. 











The City of Norfolk, Va., has adopted a records retention and disposition program with installa- 

tion of microfilming equipment. One department microfilmed five types of records and released 

27 filing cabinets, 768 transfer boxes and 320 meter book covers for a savings of 300 sq. ft. at 

$4,860 a year. Above is a Remington Rand Dual Film-a-record camera in the revenue 
commissioner's office 


A Remington Rand Electronic AO microfilm One drawer of this cabinet holds films of cards 


reader used by the City of Norfolk. which occupied 13 six-drawer files. 
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Why are photocopy machines proving so popular? The photo above shows the movements 
necessary to make a copy of a letter on a typewriter. An average letter with 17 lines of body 
copy, 60 characters per line, requires 2000 movements by the typist. Below a copy is made on 


an Apeco Dial-a-matic Auto-Stat photocopier with only six movements. These photographs are 
from a motion and sound study made by American Photocopy Equipment Co., Chicago. Insets at 
upper right of photos show the sound frequency ranges of each operation. 
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An office in the 16-story Port of New York Authority Building, New York, after it was air and 
sound conditioned. The Burgess-Manning Radiant Ceiling strip at the left provides radiant 
cooling and sound control. The remainder of the ceiling is acoustical material. The entire 
building is being treated in this manner with 26,500 sq. ft. of the radiant ceiling material 
installed around the perimeter of the east and south sides which are exposed to the sun. 
Total heatload of the building's air conditioning will be 19,800,000 Btus of which the radiant 
ceiling will carry 450,000. It is calculated that the Burgess-Manning ceiling perimeter will 
relieve air conditioning units by a minimum of 17 Btus per square foot, although chilled water 
piping for the panels has been sized to handle flow based on 2! Btus per square foot. Thus the 
ceiling is capable of 
picking up more than 
the minimum 17 and 
may relieve a greater 
heatload. During hot 
weather, overall room 
temperatures will be 
kept at 78° with a rela- 
tive humidity of 45%, 
when outside tempera- 
ture is 95°. For More 
Information Circle No. 
160. 
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Facade of the new office building of Ruud Mfg. Co. in Kalamazoo, Mich. 


After more than 60 years in Pittsburgh, Ruud Mfg. 
Co, has established itself as a complete major in- 


dustry in Kalamazoo, Mich., by opening its new 
general office building. At a recent open house, 
visitors inspected the 15,000-sq. ft. brick structure 
adjacent to the water heater and heating boiler 
plant which is capable of producing 1,000 water 


heaters a day. 
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A view showing a portion of the general offices of Ruud Mfg. 


A corner of the 
punched card 
accounting ma- 
chine room in 
Ruud's new 


building. 
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Office of A. W. Marshall & Co., insurance agents in Newark, N. J., showing a Worthington 
SCY-60 packaged air conditioning unit at. rear. 


Charles Levy, Bur- 
roughs S.A.,_ Bel- 
gium; Laurence At- 
tridge, Bank of Eng- 
land; Garth Mayo, 
Burroughs Corp., 
Australia; Frederick 
Cook, R. A, J. Mid- 
dleton and W. D. 
Simpson, Bank of 
England; R. L. S. 
Snippe, Burroughs 
N.V., Holland; and 
George Wehrle, 
Todd Co. on a visit 
to the latter firm in 
Rochester, N.Y. The 
machine is imprint- 
ing and __ invisibly 
coding bank checks. 


For More Information Circle No. 364— 
































fidelity 


Onion Skin 





This Kit contains working 
samples of Fidelity Onion 
Skin in Cockle, Glazed and 
Smooth finishes. Make your 
own tests and prove to your 
satisfaction the excellent typ- 
ing and erasing qualities of 
Fidelity Onion Skin. Test it 
for legibility of carbon copies. 

The Kit also contains a list 
of uses and complete infor- 
mation regarding sizes, 
weights, colors and finishes. 





Nothing flimsy about this high quality Thin Paper — 
you can feel its strength. Fidelity Onion Skin is made 
with great care from new rag fibers. Observe its 


distinctive appearance. 


When you buy Fidelity Onion Skin you get these 
desirable features PLUS an excellent typing and 
erasing surface. It is ideal for multiple carbon work. 
The value cannot be measured by its cost alone, but 
more important by its performance in the MANY USES 
to which it is adapted in order to greatly reduce typing, 
mailing and filing expenses. 


Return the attached prepaid post card for your 
Fidelity Onion Skin ‘‘Prove-it-Yourself Kit’’. 


Please send se without cost, your “Prove-it-Y ourself 
Kit” containing samples of FIDELITY ONION SKIN. 











use fidelity onion skin 


for 

Letterheads Estimate Records 
Airmail Factory Forms 
Foreign Insurance Records 
Inter Office Legal Documents 

Acknowledgments Maps and Charts 

Annual Reports Multiple Copies 

Bank Records Office Records 

Contracts Price Lists 

Court Briefs Purchase Orders 

Data Books Requisitions 


Your Paper Merchant, Printer or Stationer knows Fidelity 
Onion Skin and can supply your requirements. 


This is a Sample of Fidelity Onion Skin 
White, Cockle Finish, Substance 9 


Esleeck Manufacturing Company 


Specialists in Thin Papers for over 50 Years 


Turners Falls, Massachusetts 





BLANKETS 
LERS AND 
MERCURY-LITH ROL g machines 


for Multilith printin 


RAPH ROLLERS 
9 wal 


MERCURY -G 
for Multigraph duplicatin 


MERCURY “PRODUCTS 


You get extra mileage from these superior 
rollers and blankets because they are 
extra durable. They are built to meet the 
same severe standards as the heavy duty 
rollers and blankets used on the world’s 
largest lithographic and printing presses. 
As a result they outlast ordinary duplicator 
accessories and give far finer reproduction. 
Try a set and see the difference. 


RAPID ROLLER COMPANY 


FEDERAL AT 26TH STREET . CHICAGO 16, ILLINOIS 
Eastern Office: 800 McCarter Highway, Newark 5, N. J. 


For More Information Circle No. 230 
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\ revolutionary new 


HIGH FIDELITY 


Dictation-Ir anscriplion Machine 


py COMPTOMETER 


ine that pays-for-itself as you enjoy years of the finest 
igh fidelity, magnetic dictation. Now dictation 


g to your secretary. The an 
iletime guaranteed magnetic 


and natural as talkiz 


thousands of times 


or records to co 


over again. No 


Erase-O-Mati 


exper 
itinually buy, ever 


lictate a 


e of the 


© error-tree.. 


high fidelity voi 


SO easy t« 


Phe 
» under 


ce reproduc tion 


wo 





pec WEARS OUT 


Gfranested fo Lol 


pist a secretary. Here truly, is America 
ne with 





ngs that now bring dictation 
Mail cou 


compact « lectroni 


; of every business 
rmation on this 


y Comptometer 





r mpiemater DICTATION 


COMPTOMETER Onaton Divisio 
Felt 1é age Mfg. Co., 1715 N Marshfield St.. Chicagw 22. ti 
tleme We are rest n the Comptor Off t 


—TRANSCRIPTION MACHINE _ 





‘ e D 
L. ‘ ; 1 ling Bel Without 
Please send Complete Arr ge fora Den 


Arrange for a Free Off 


For More Information Circle No. 158 
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“On busy days like this, 
I’m so thankful for my new CLARY!’ 


Those extra-busy days in your office are when 
Clarys are really appreciated. More work gets 
done in less time, yet Clary girls stay morning- 
fresh all day! 

Here are some other Clary blessings to count: 
Power Controls that eliminate hand fatigue 
easy answers to hard problems (even in multi- 
plication and division )—hummingbird speed and 
humming quietness—modern beauty far ahead of 
its time—and now, your choice of 5 pastel colors, 
both in 10-Key and Full Key models. Look for 
Clary in your yellow pages today! 





BUSINESS MACHINES DIVISION 


CLARY CORPORATION, SAN GABRIE ALIFORNIA 


Creator of modern adding machines and cash registers for America and the world 
For More Information Circle No. 182 
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ITY CONTROL 
Lp SERVICE 
USE LEADERSHIP 


IN THE DUPLICATING FIELD 


DEPENDABILITY and PRECISION 
has been the keynote of ROSE’S succes 
research by ROSE has produced a supe) 
yf duplicating products. This bas 

by more than a quarter of a century 

f experience and know-how gives ROSI 


the highest reputation in the field 


® MASTER UNITS 

® SPIRIT CARBONS 

® HECTOGRAPH CARBONS 
® SPIRIT CARBON ROLLS 


® DUPLICATING FLUID 
AND HAND CREAM 


NOSE 


RIBBON and CARBON MFG. CO., Inc 
HARRISON, NEW JERSEY 





Makers of the world-famous patented “Sta-Clean” 
metallic protective-coated master units. U. S. pat. 2,671,734 


CATERING TO THE REQUIREMENTS 
OF DUPLICATING SPECIALISTS ALL OVER THE WORLD 


For More Information Circle No. 143 
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Your Typist Can ‘Compose’ 
‘in True Print-Style Types! 


For Forms, Charts, Literature, Reports, etc. 


__ for ANY method of 


eee Duplicating or 
— as EP he 
i: Reproduction 


ations Finsigictrnieenot # 


Photo-Offset + 
_ Litho-Plate 
Stencil 
Spirit 
Ozalid 
Blue Print 


. @ RALPH C. COXHEAD CORPORATION 
Your office duplicator can provide 99 Park Ave., New York 16, N. Y. 


you with a great deal more of your 

daily printing needs, All it requires Please send VARI-TYPER Book C-55 

is TYPE! Vari-Typer provides the 

type..abundantly..in various faces 

and sizes,.in attractive print styles, 

The operation is simple. Your office 

typist can prepare all duplicating 

masters right at her desk. COCOCOCHOCOOOOESOOOESE 


For More Information Circle No. 163 
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A New Calculator 
Brings AUTOMATION Out 
of Blue Sky, Onto the Desk 


The future is now. The Automation 
desk figuring machine is here. Clip 
hours from each day’s figure work 
slash dollars from overhead. 

We refer to the new Monro-Matic 
calculator. Totally automatic, this 
compact single-keyboard machine 
actually controls itself, once you touch 
a key. Automation gives split-second 
answers to simple or complex 
computing problems. 

Today's operators who know prefer 
Monroe. Vigilant executives regard 
Monro-Matic as a preferred 
investment, assurance against 
obsolescence for years to come. 
Monroe Calculating Machine Co., Inc. 
Home office: Orange, New Jersey 
Branches across the nation. 





See The MAN from 


Functional-Color Controls. Green contro! 


keys to multiply, red to divide. Only one of the ie 
speed exclusives that Monroe’s sweeping new | 


principle brings to figure work. 


for Calculating - Adding - Accounting Machines 


PE 29 . ‘ Pore | 
For More Information Circle No. 237 
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You can increase your office efficiency— 
save money—with VICTOR TIME SAVERS... 


Saves time for salesmen or executives—Victor Recordex 


Victor Recordex is always handy — Y 
on your desk, in your drawer, or in 
your briefcase. Twenty 8x5 pockets 
hold 20 or 40 records. Protected 
visible margin permits use of Victor 
colored signal system. Victor stock 
card forms cover most any record. 

Perfect for record summaries, 
department records, sales, personnel, 
or any of a dozen different types of 
records. Available with or without 
removable pockets. Mounted in a 
durable gray pressboard folder with 
center guide tab. 


Speeds up all office sorting and Keeps order...saves time— 
temporary filing—the Victor Sorter the Victor Scrapbook 


? 


Sorting is an easy one-hand operation. The all-purpose scrapbook in 12 sizes. 
The 25 adjustable dividers shift with vary- Holds contents neatly without getting 
ing volumes. Protected tab labels hold any bulky. Quality construction throughout 
index. Check or Letter size in gray enamel. makes this your most practical scrapbook. 


TURN THESE VICTOR TIME SAVERS INTO MONEY SAVERS FOR YOUR OFFICE 


See your Victor Dealer or write to: 


! 


315 FOURTH AVENUE - NEW YORK 10, N.Y. 
For More Information Circle No. 140 
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When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: 


Elizabeth & Spotswood, N. 


LARGEST SPECIALIZED PAPER 


SCHWEITZER, 


J. 


LABORATORIES- IN 


= STE. Coes 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J. 


THE UNITED STATES 


For More Information Circle No. 218 
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Punched-card systems also prepare 
Weber stencils to address shipments 


Users of punched card or tape automatic 
accounting machines, including IBM’s 
new Cardatype, can now prepare their 
shipment addressing master with their 
invoice forms or other documents at a 
substantial savings in time and money. 


The Weber stencil, used with a small 
handprinter to address multiple ship- 
ments (photo 3), can be prepared in 
continuous form independently of other 


WEBER MARKING SYSTEMS 
Dept. 8-A : 
Division of Weber Addressing 
Machine Co. 

Mount Prospect, Ili. 

Phone: Clearbrook 3-2405 


Weber 


Mail for details on Weber Shipment Addressing Systems 
for automatic accounting systems. Weber Marking Sys- 
tems, Mount Prospect, III. 


Individual. 


Address 


documents (photo 1), or tabbed over 
ship-to area of forms and prepared si- 
multaneously (photo 2). Once prepared 
with customer’s address, stencil is ready 
to be used to address directly on cartons, 
or on labels or tags. 


Shipment addressing is speeded up. Ship- 
ping errors reduced. Clerical time is 
saved. Clip coupon for full details. 


gs eC So ee 


Zone... .State 
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| 
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THIS YEAR WE'LL SEE YOU AT 
THE COLISEUM 


1956 marks a New Era in the history of the National Busi- 
ness Show. 


For the first time we'll be in the new New York Coliseum 
world’s newest and largest exhibition hall. 

For the first time we will be able to house the ever-growing 
National Business Show comfortably under one roof 


1956 is going to be the biggest and best show ever—and the 
one truly National Business Show. 


NATIONAL BUSINESS SHOW 


New York Coliseum - October 15th thru 19th, 1956 


RUDOLPH LANG, Managing Director 
33 West 42nd Street * New York 36, New York * PEnnsylvania 6-6760 


For More Information Circle No. 123 
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CARBON PAPER 


(_] Typewriter 
] Pencil 
[1 Billing 

CT Saddleback or Reverse 
(1 Speed-o-form 

oO Hectograph 

( Stencil 

() Binder 

([] Jacket 

[] Book 

] One Time 

(1) Special Strip 

(L) For Diazo Process 


STORMS 
SERVICE BUREAU 


The Storms Service Bureou is ready to 
help you with special opplications of 
Carbon Paper, inked Ribbons end Cer- 
bon Rolls. You ore invited to consult with 
Storms whenever you get such requests 
from your customers. No obligation, of 
course. 


Check 
Your Stock 


Carbon Paper 
Carbon Rolls 
Inked Ribbons 


/? For 1956! 


) STORMS | 


INKED RIBBONS 
(_] Typewriters 
[_] Adding Machines 
[_] Billing Machines 





CARBON ROLLS 
a Adding Machines 
CT Bookkeeping 
C) Elliot Fisher Billing 


im} Autographic Register 
CZ Tailor Marking 


[_] Bookkeeping Machines 
[_] Addressograph 

(_] Dupligraph 

[_] Speedaumat 

| () Multigraph 

[] Multilith 

[_] Daters 

(_] Time Clocks 


[_] Flat Bed Presses 


O Neon (asbestos) 
Marking 


0 Teletype 
C) Elliot Addressing 
CJ Carbon Ribbons for aij 


Electric Typewriters 


(_] Special Purposes 





H. M. STORMS COMPANY 


STORMS BUILDING . BROOKLYN 38, N. Y. 
H. M. STORMS COMPANY 

Storms Building, Brooklyn 38, N. Y. 

Gentlemen: 

Please send us a Storms Catalog, showing the complete line with prices and 
discounts — and other information to help us profit from Storms products. 
NAME ini 

COMPANY NAME_ 

ADDRESS 


* More Information Circle No. 157 
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SPEEDAFILE/ 


Speedafile makes possible faster, simpler, more economical filing 
of 3 x 5,4x6 and 5x8 cards. Look at these advantages: 





Thousands of cards immediately 
available on one level. 


Cards within easy reach for quick 
reference, speedy handling. 


No mechanism or gadget to get 
out of order. 


No stooping, stretching or waste 
effort. 


Flexible for large or small volume; 
for centralized or decentralized 
filing. 


Fastest reference is Speedafile 
reference—direct from operator 
to card. 


For full details, write for our catalog completely TA Ee 


describing Speedafile as well as other new equip- 
ment for the office. PRODUCTS CO. 








57 Post Street 
San Francisco 4 


PUNCHED CARD USERS: 


Our complete line of tabulating accessory equip- 
ment is described in catalog No. 5. Write for etait ins 
your copy today. 


For More Information 








r 
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* ...but EVERYBODY... 


WIF 


They rush in twenty times a day: “Where's the Swift?” The machine weighs 
only 614 Ibs. so it moves all around from office to office and desk to desk. My girl friend 
couldn't believe that this wonderful Swift adds and multiplies up to 10,000,000 with 
a flick of the wrist. Where she works they have only a heavy, non-movable machine and 
everyone has to ‘stand and wait” to use it. I showed her the visible dials, the 
large clear type, the two-color ribbon and even did 150 operations 


a minute for her. 


P. S: Some of the men would like to take it home j My beloved 
in its zippered case to finish work at night— but Me, | Swift costs 
I lock it in my desk drawer! $ 
At better Office Machine Dealers everywhere or write for information TODAY on 9950 
uv 
SWIFT BUSINESS MACHINES CORP. | __ tax. 
Great Barrington, Massachusetts 


For More Information Circle No. 183 
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Today’s BIGGEST VALUE 


im stencil duplicators 


Model 74 





“T had no idea... that 
the Geha Comet is so 
clean, so easy to oper- 
ate—and the copy is 
beautiful.” 


ee 


hy 
OOK at these \ 
...at an amazingly LOW PRICE! ality Features: 


Here is a compact, precision-built machine with ‘“ 
so many quality features that it turns out the _——-— 
same crisp, clean copies as the more expensive 
models. Yet, it’s so simple to operate —so clean 
(because it uses paste inks). line inking 
The Geha will handle all your office forms 
and direct mail from post card size up to full 
legal size (printing area—814 x 13 inches) neat e fast color change 
and fast for just a fraction of printing costs. e complete copy alignment 
And because of the Geha Comet’s sturdy con- 
struction, you'll get years of trouble-free per- 
formance! Fully guaranteed. ® automatic counter 
At your authorized Tempo Geha Dealer, or 
write... 


“— 


@ push-button selective 


e complete copy control 


® centered pressure control 


@ automatic roller release 


MILO HARDING COMPANY 
Established 1904 


Manufacturer of the most complete line of stencil duplicating machines and supplies 
500 South Monterey Pass Road, Monterey Park (Los Angeles County) Calif. 
San Francisco ¢ Pittsburgh « Cleveland « Dallas 


For More Information Circle No. 130 
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NE 
Books 


THE PUNCHED CARD ANNUAL, 1955-56 edited 
by D. A. Talucei. Punched Card Publishing Co., 
502 Maccabees Bldg., Detroit 2, 200 pp., $6. 


This is the fourth 
which has proved popular with tabulat 


issue of an annual 


ng supervisors anc personnel, and the 
widened interest created by automation 
applications of punched eards should in 
crease its readership this year. There are 
illustrat- 


companies of 


over 5U articles describing and 


ing tab card systems in 


every type. In addition, there are illus 


trated descriptions of new equipment, 


accessories and supplies. Short features 


on hints to simplify specifie jobs should 


helpful. <A called 


Accounting Forecaster contains 


be especially section 
Machine 
a tabulation of the kinds of applications 
commonly used and contemplated in diff 
that the 
reader can compare his applications with 


erent types of businesses so 


others in his line of business. 


THE TOASTMASTER’S AND SPEAKER’S HAND- 
BOOK by Herbert V. Prochnow, Pocket Books, 
Inc., 630 Fifth Ave., New York 20, 35 cents. 


Instructive and entertaining manual 
for anyone who speaks in publie or con- 
ducts meetings. Contains basie rules and 
helpful hints on speaking at conferences, 
committee meetings, fund-raising drives, 
parties and other occasions. These include 
planning and conducting a meeting, pre 
paring a speech (what to say and how 


and using stories and 


dotes effectiv ely. 


to say it) anee 


REGULATIONS TO COVER DESTRUCTION OF 
RECORDS OF CLASS 1 MOTOR CARRIERS, 
1955. Government Printing Office, Washington 
25, D. C., 19 pp., 15 cents. 


ICC regulations to be 
hefore destroying operating records and 
correspondence. Ask for Catalog No. 
IC 1 Mot.6:R24/2. 


complied with 
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*For distribution to Employees 


HOW TO MAKE THE MOST 
OUT OF YOUR JOB 





and employer, too! 


Helps employees appreciate the impor- 
tance of their work ... gain more per- 
sonal satisfaction from their jobs 
improve relations with other employees 
. realize their shortcomings ... make 
maximum use of their talents and their 
time. 
FREE SAMPLE COPY sent to business ex- 
ecutives, with quantity prices. Write 
for it today, on your company letter- 
head, 


The Kirkley Press, Dept. 137, Towson 4, Md. 


For More Information Circle No. 292 





1909... 
slowly made his way from 
the Arctic Circle to the North 
Pole, he made daily entries 


as Admiral Peary 


90078 APL BWOON-1-HON 


in his diary with a -Koh-I- 
Noor pencil. Your customers 
are not polar explorers, but 
you can be sure that they 
want Koh-I-Noor pencils just 
their 


as much for reliable 


top quality in 1956. 


KOH-I-NOOR 
PENCIL COMPANY, INCORPORATED 
BLOOMSBURY, NEW JERSEY 


For More Information Circle No. 291 








IT FIGURE 


TO MEET ANY MARCHANT 


CALCULATING NEED Sy remdts 


MODEL 10EFA 
A MARCHANT'S YOUR BUY! 


Finest... fastest.. 
most versatile 
for volume 
figurework 


TO SUIT ANY 
MARCHANT 


OPERATOR PREFERENCE woe LIVE TAB 


oe PGMs 
A MARCHANT'S YOUR BUY! rs ~~ ‘ MODEL AB1OFA 


Exclusive special 
features for 
engineering, 
scientific and 
statistical 
figurework 


TO FIT ANY 
MARCHANT 


BUSINESS BUDGET ficune wane 


A MARCHANT'S YOUR BUY! _—. a an 
; Simplicity of 
operation and 
economy...with 
Marchant’s 
most advanced 
features and 


a <> — eer accuracy controls 
28 MARCHOMT ...... We 
ia yreil AMERICA’S FIRST 


eeeeeoeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


FOR MORE INFORMATION on how you can cut your figurework costs, 
call the local MARCHANT MAN or mail this coupon with your business 
letterhead for free... 


Index to Modern Figuring by Marchant Methods [_] 


Descriptive Literature on Marchant Calculators [_] 


MARCHANT CALCULATORS, INC. 
OAKLAND 8, CALIFORNIA 0-1 


For More Information Circle No. 200 





ANNUAL 


SURVEY 


Need for Systems Standards 
And a Body of Knowledge 


BRUCE L. SMYTH 


President, System & Procedures Assn. of America. 
Assistant Vice President, Federal Reserve Bank of Chicago. 


IKE EVERYTHING ELSE on the 

American scene, the field of systems 

and procedures is experiencing an 
enormous postwar expansion. The num- 
her ot people engaged in this work is 
growing at an accelerating rate, as are 
the demands of an economy which des- 
perately needs more and more informa- 
tion. Resources other than personnel 
are growing, too; each day sees new 
machines, methods and techniques ap- 
plied to the solution of systems prob- 
lems. Thanks to assistance from other 
segments of the arts and industry, we 
have available to us today an array of 
which would have thought 
impossible a decade or two ago. 

Like other expanding fields, we have 
our difficulties of growth, and seem to 
continually lack things we need. As a 
matter of fact, these deficiency areas 
contain the major problems in the sys- 
tems world today, and well merit the 
attention of individuals looking for real 
opportunities. One very pressing need 
is that of a real yardstick; some mean 
of truly measuring the cost and output 
of our clerical systems. We do have 
makeshifts in this area; techniques we 
have lifted from industrial cost systems, 
modified and jammed into: the frame- 
work of our problems. But anyone who 
has attempted to really use these, knows 
of their inadequacies. They are far too 
vague and often permit any sort of 
interpretation and manipulation a given 
interest may require. As a result, any 
sort of claim can be made, proved or 
disproved—a_ situation which accounts 
for much of the tripe in systems litera- 
ture today. 


tools been 
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“utilities, ete. 


This is not a new deficiency. It 5 
known to most of us in the thirties, | 
things were less complex then and make- 
shifts sufficed. Today’s clerical oper: 
ations are simply too large and involved 
to evaluate by rule of thumb. The gen- 
eral outlines of the problem are well 
known: lack of data, difficulty of iden- 
tifying end product, absence of direct 
correlation between a systems factor and 
its ultimate effect on the net profit 
figure, ete. Also, the costing of clerical 
operations has missed the technical at- 
tention it would have received had if 
been thought a more important part of 
the manufacturing process. But, what- 
ever its background, the problem of 
costs especially joint costs in the 
clerical field is a challenging one, and 
its solution may well require an entirely 
new philosophy of analysis. 

Another very troublesome riddle con- 
fronting us is that of organizing our 
knowledge of systems and procedures 
into an integrated body of information 
which can be conveyed to others. Our 
history is against us here. Procedures 
work is not new; systems departments 

good ones — have existed for some 
time. Many were in operation in the 
early twenties and before, though they 
were confined to the few industries of 
that time which had large clerical staffs, 
such as banks, insurance companies, 
For the most part they 
worked alone, based their craft on em- 
pirical development, and raised their 
technicians on an apprenticeship basis. 
These older staffs have accumulated 
within themselves a tremendous store of 
systems knowledge, acquired through 
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long, costly trial and error, and main- 


tained largely by word of mouth. 

To the extent that this information 
concerns specific machines and methods 
we have no great problem. The turn 
over and rate of obsolescence of equip 
ment today is such as to make data of 
even a few years ago suspect, and the 
same might be said of many methods as 
well. Thus, the neweomer to 
work is soon on an equal footing with 
his elders—perhaps better, for he has 
less to forget. 


S\ stems 


The difficulty arises in the more fun 
damental aspects of data processing be 
cause the basic concepts of systems and 
information flow do not become 
lete overnight. What was valid 20 years 
ago is of value today, though perhaps 
modified to meet new situations. Most 
of this information has been gathered 


obso- 


at tremendous cost over a long period 
of time, a 
afford to repeat. 


process the trainee cannot 

The plain fact is that we have failed 
here. This information is being main 
tained and passed on within established 
staffs, but it is not broadeast in 
a manner which will materially aid in 
the formation of a significant number 
of new staffs, or the training of indi 
vidual technicians. The result is a bottle 
neck in training and a severe shortags 
of competent systems engineers. The 
eause is the absence of a coherent body 
of basic systems knowledge, and the 
means to widely distribute it. 


being 


This has become an urgent matter for, 
within the last few years, we have had 
the good fortune of a considerable influx 
of people and ideas, especially from the 
technical sciences. As stated before, they 
have no problem with equipment or 
specific methods since the newness of 
our best tools is to their advantage. It 
is the basie concepts of information 
handling and corporate organizational 
problems that bother them. The appar- 
ent absence of authority on these points 
leaves many of them with no frame of 
reference for their particular contribu 
tion. Little wonder that they gain the 
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impression of a vacuum and rush into 
forecasts of a “revolution” in data proc 
essing. This deficiency hurts all of us. 
The neweomer is forced to spend years 
learning the human and organizational 
problems of business, his mistakes are 
extremely expensive to his employer and 
he is prompted to withdraw into his own 
specialty, a process which further frag 
mentizes a field that badly needed inte 
gration to begin with. 

This is especially damaging in the 
managerial aspects of systems work, for 
there we are faced with problems in- 
volving the whole of industry—a vast 
complex, of which and tech 
niques are but a small part. There, too, 
mistakes are costly, especially if they 
involve the mishandling of expensive 
developments. Clerical procedures en 
compass a vast segment of our popula- 
tion, an area which contains the same 
proportion of saints, sinners, geniuses 
and fools as does the rest of mankind. 
Effective systems work especially re- 
quires the ability to make one’s peace 
with the fact that 
move as this group moves 


machines 


things are going to 
as fast, and 
no taster. Some portions ol it may go 
ahead, some may lag behind, but there 
pace to the progress of industry 
one tampers with at considerable 
American business is strewn with 
procedures discarded because 
forgot this fact or 
someone forgot to tell him 

And there are a thousand other 
just like it. 


IS a 
that 
risk. 
empty 

someone because 
about it. 
tacts 


The novice in systems work, whether 
he be a recent graduate seeking a job 
or a recognized physicist handting the 
design of a new computer, is entitled to 
certain things from those already in the 
field. Most important of these is a 
source of information regarding the 
art’s concepts, experiences and 
ideas—things he before he ean 
help us. 


basic 


needs 


It is probable that the solutions to 
these two problems—a yardstick for the 
measurement of our work and an inte- 
erated, recorded body ot hasie systems 
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knowledge—will come to us as so many 
important advances do: through a long 
process of evolution and _ pressures. 
Many hands are presently at work ‘on 
these questions in one way or another, 
and not without progress of a sort. 

As a matter of fact, the chances are 
that we have progressed about as far in 
the past year as we have any right to 
expect. Progress in human affairs must 


be achieved in a human manner, which 
means that we, like the man 
kind, are destined to learn all things 
the hard way. There will be the same 
kind of progress in the future: hap- 
hazard, two steps forward and one back 
—progress that is evident only when 
you pause, look back a decade or two 
and realize that we’ve come a long way 
indeed. 


rest of 


Preparing for Electronics 
Is Rough but Rewarding 


EMERSON F. COOLEY 


Council Member-at-Large for Business Applications, 
Association for Computing Machinery. 
Director of Methods Research, Planning & Development Dept., 
Prudential Insurance Co. of America, Newark, N. J. 


EK HAVE HEARD much in recent 
months about the effects of auto 
mation on the business world. Most 

of the talk about the impact of com 
puters on office operations has been con- 
jecture. There is still little real ex 
perience to go on. It is still to be de- 
termined whether the extreme optimism 
of the enthusiasts, or the pessimistic at- 
titude of the skeptics, will be justified. 
One fact does seem to be established : 
the preparation to put a large scale ma- 
chine into use for accounting and gen- 
eral record keeping purposes, consti- 
tutes a big job. In order that the ma- 
chine may do the job automatically, it 
must be furnished with a complete set 
of instructions. 
situation that 
minute detail. 


These must cover every 


may occur and be in 
When the job is com- 
plex, as most jobs which warrant a com- 
puter are, several persons must be as- 
signed to the programming job if it is to 
be done in reasonable time. 
of coordination then since each 
part of the job has an effect on the 
others, and the parts must fit together. 
The time requirements for developing 
efficient 


A problem 
exists 


programs for business prob- 
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lems are great. It appears that they 
are much greater than for mathematical 
problems. This fact should not eome 
as a surprise. Neverthless the extent 
of the initial investment in planning is 
bound to be somewhat of a.shock. 

Compared to previous systems in 
stallations, it is hard to understand 
why it takes longer to prepare the com 
puter system than it took to get ready 
for previous installations of new sys 
tems. It probably does not take longer 
but it seems to, because the procedure 
planning for the computer is all econ 
eentrated in the programming group 
and the spotlight is on them. In pre 
vious installations, many of the details 
were worked out by the operators as 
they went along and no accurate aec- 
counting was ever made of the planning 
work. 

The miracles of electronies have been 
so well advertised that expectations ar 
high. The difficulties involved in ob 
taining the benefits have not been so 
apparent. Now a more realistic atti 
tude is coming about and, perhaps, a 
healthier situation. Reeognition that 
the preparation to use computers are 
extremely costly seems to be fairly wide 
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There is confidence that bene 
fits are to be obtained, and realization 
that a lot of hard work is 
to attain them. 

Who is going to do this job of prepa 
ration? Those who 


spread. 


necessary 


have experi- 
ence with the new machines are in great 
demand. Obviously the supply is noi 
sufficient to meet the demand. <A 
vocation has come into being and train 


some 


new 


ing tor it is going on in various ways. 
Naturally there is as yet no agreement 
method of training, so 
there may be a lot of fumbling befor 
formal training plans are set up. 

So far, most of the training efforts 
have been made by organizations which 
have decided to pioneer the new ma 


on the SCOPE or 


chines, assisted by the machines’ manu- 


successtul these efforts 
remains to be 


facturers. How 
will be There are 
hopeful signs that computer techniques 
learned tairly well in a few 
months of instruction and practice. All 


t\ pes ol 


seen. 
can be 


people are being used; those 
with years of experience and those newly 
hired right out ot Which type 
will do the job quicker and more eco 
nomically it is hard to say. Only time 
will tell. However, it does seem justi 
fied to conelude that people with ordi 
nary 


orees can do the job. 


school. 


intelligence and no advaneed de 
Pioneering is as rough as it always has 
Those who are willing to pay the 
price may reap the benefits 
That is why we are pushing on 
unknown. 


been. 
expect to 
sooner, 


into the 


Systems Man Must Become 
More of a Generalist 


EDMUND D. DWYER 


Acting President, Armed Forces Management Assn. 
Deputy Director, Navy Management Office, 
Executive Office of the Secretary, Devartment of the Navy, 


HE DAWN of the 
in the office has been discussed every 
where. Reactions have been 
The electronic computer has been wel- 
comed by executives and offic 
managers as the answer to their prayers, 
the solution to all their paperwork prob 
lems. It viewed with alarm 
by clerical personnel as a threat to their 
jobs; a mysterious device 
which will make them obsolete. Others 
have commented on the effect ot 
tronics on the whole economy. As is 
too frequently the case with new scien- 
tifie advances that challenge the imag'- 
nation, considerably more heat than 
light has been shed on the situation. 
In these many little has 
been said of the possible effect of the 
the systems or 


some 


has been 
monstrous, 


elec 


discussions, 


electronics age on 
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electronies age 


mixed. 


Washington, D. C. 


Yet there is certainly 
a profound effect on this 
profession during the next few years. 
What is this effect liable to be? Some 
tentative answers to this question are 
already possible. 

It might be well first to dispel some 
of the misconceptions. Will these ma- 
chines make the techniques of the sys- 
man wholly inadequate and _ his 
skills outmoded? No. Systems men who 
have wondered whether the rapidly de- 
veloping office machine age will make 
them need not worry. The 
ability to analyze processes and pro- 
cedures, to break them down into their 
parts, to logically discover 
needs, and to devise workable ways to 
satisfy these needs will always be re- 
quired. If anything, this skill will be 


methods man. 


rong to be 


tems 


obsolete 


component 


Tue Orrice—January, 1956 





needed now 
Pri yperly 


more than ever. 

understood and calmly 
studied, electronic equipment ean and 
should be another of the 
tools of the systems man. 


useful 
A basie job 
of the systems man is to help assure 
that management gets information that 


many 


is timely, accurate, relevant and com- 
plete at a minimum of cost. The almost 
unbelievable ability of electronic ma 
chines to absorb information and to 
manipulate it at fantastic speeds, will 
make them one of the greatest aids to 
the systems man in this effort. He will 
he able to use the machines to study 
present systems, to rapidly spot prob- 
lem areas, to devise solutions to prob 
lems, and to caleulate in advance the 
effect of these solutions. Much of the 
labor of the systems man In collecting 
data will be made 
more accurate, 


easier, faster and 

Like all tools, however, they are only 
as useful as people make them. They 
must be understood to be used to 
greatest advantage. The systems man 
should not stand in awe of these seem 
ingly many splendored things. — Elec- 
tronics machines are not mechanical mar- 
vels, which do their own thinking and 
planning, or whose intricate manipula- 
tion of data is forever beyond the un- 
derstanding of mere man. They are 
Actually they are quit 

They work something like a 
tireless and expensive clerk, a 
clerk who completely lacks imagination 
or intelligence. They cannot do even 
the most simple sorting, filing, adding or 
subtracting unless they are instructed 
in the most minute detail as to how and 
when to act. They can only do as they 
are exactly told. 

In order, therefore, that the machines 
can “understand” and use data fur- 
nished to them, the systems for the col 
lection and generation of this data must 
be simplified and documented. The skill 
of the systems man will be demanded 
for this work. Since these machines are 
sO costly, they must not be abused or 
underused, Systems must therefore be 
carefully analyzed to determine where, 


not brains. 
stupid. 


huge, 
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how and when the machines can and 
should be used to best advantage. 
Lengthy and detailed studies of present 
systems are required even before a de- 
cision ¢an be made about what systems 
should be mechanized. 
svstems man. will 
role. 

The faet 
handle so 


Here, again, the 
play an important 


that these machines can 
much data and work it so 
rapidly and in so many combinations 
means that the systems 
have to alter his concept of 
tem.” He will have to 
concept considerably. 


man may 
Ksys- 
this 
He will no longer 
he studying small parts of total systems, 
whether in personnel offices, file rooms 
or supply warehouses. Instead he will 
he concerned with total systems of per- 
sonnel, accounting, inventory and sup- 
ply. He will have to develop greater 
understanding of the interrelationships 
of these large systems. Because of the 
speed of communications made possible 
with electronies, and the ability of the 
devices to amass, retain and readily pro- 
duce large quantities of data, parts of 
organizations will be drawn closer to- 
gether. There will be new concepts of 
the organization of administrative and 
service functions. To be of greatest 
value, the man will therefore 
have to be more than ever a generalist, 
taking a broad, sweeping view of svs- 
tems. or at least he will have to see the 
parts of these systems in their proper 
relationship with the whole system or 
combination of svstems. 

What should the systems man do to 
prepare himself to work with, through 
and among these machines? First. he 
must not become panicky or allow him- 
self to be overawed. He will not need a 
complete knowledge of higher mathe- 
nor an overnight grasp of the 
intricacies of the electron or the inner 


broaden 


systems 


matics, 
workines of the devices. He need not 

There have 
been changes before, and there will be 
changes beyond electronics. 


be an electronies technician. 


The stone 


age systems had to adjust when 


man ceased chipping messages on stone 


mah 
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and started using paper, again when 
the typewriter came in, again when add 
ing machines, caleulators. and then 
punched card machines were introduced 


Although electronics promises a greater 


revolution than any or all of these, still 
it is only a step, if a large one, in the 
mechanization otf office systems. 

This does not mean that the systems 
man should remain passive and wait for 
all the excitement to over. His 
field of endeavor is growing and le 
must grow with it or lose his effective 
The systems man should 
now, if he has not already, to read th 
literature on electronic machines, to un 
derstand generally what the machines 
do, how they handle data, their limita 
tions and their capabilities. He should 
attend courses offered by manufacturers, 


blow 


hess. 


begin 


some colleges, and protessional societies. 
He should begin to get as much of an 
understanding as possible of the large 
systems of his company or government 


agency. He should read the results ot 


the studies made by electronic 


pute r 


7 com 
established by 
large private and government agencies 
to look into the possible application ol 
electronics to office systems. He should 
also brush up on his knowledge of sta- 
tistics. 

Properly and calmly studied and un 
derstood, electronies can be a_ shining 
new and invaluable tool for the sys 
tems man to use. It offers great oppor 
tunity to explore new concepts of or 
vanization and methods. At the 
time it poses a challenge to the imagi 
nation and skill of the systems man. It 
is not an overwhelming challenge, but 
it should be a stimulating one. In the 
life of the systems man there is constant 
challenge, there is always something 
new. The systems man who does not 
like, or will not heartily accept the chal 
lenge of something new, will get lost 
the age of electronics. In fact, it 
has this attitude, he probably has 
ready ceased to be a good systems man 


committees most 


same 


Banks Give Attention to 
Automation and Leadership 


FRED F. FLORENCE 


President, American Bankers Assn. 
President, Republic National Bank of Dallas, Texas. 


UTOMATION is a subject that has 
been receiving increasing attention 
by bankers during the past Tew 

years, as it applies to the use of auto 

matie electrical and electronic machines 
efficiency and to 
economies in bank operations. 

a country with a rapidly increasing 

population, where the development o! 

new 


obtain 
Ours 1s 


to inerease 


resources is constantly opening up 
areas, and where individual inven 
tive genius is causing the building of 
new factories and plants in what hereto 
fore were seemingly remote locations. 
To serve the 


new 


financial needs of a 


growing country, bankers more and 
more are coming to recognize the im 
portance of efficiency. At the same 
time, they are deeply conscious of the 
fact that the increased demands on 
their banks make it even more impor 
tant that the banks be staffed with peo 
ple who are capable of exercising good 
judgment and who are trained to ac 
cept responsibility. As time goes on, 
the pressure for expanding banking 
services can be expected to intensify 
rather than diminish. The volume of 
activity required in check handling and 
record keeping for commercial aceounts, 
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savings accounts and mortgage transac- 
tions, for example, has been increasing 
at a phenomenal rate. 

It will never be possible to develop an 
electronic machine into which figures 
can be inserted and out of which will 
come answers that can be substituted 
lor the decisions and policies now deter 
mined by bank management, and in 
which human needs and desires are 
many times the most important fac- 
tors. Banking will require its own 
kind of automation to handle the operat- 
ing phases of its business efficiently and 
economically. Service must always be 
the keynote of the privately owned and 
operated banks of the United States. 

While we strive to develop machines 
which will accomplish many of the 
record keeping and bookkeeping proc- 
esses, one of our most pressing problems 
in banking is to insure banking leader- 
ship for the future. For that reason, 
banks are actively participating in long 
range planning to train leaders for the 
future. In this program, banks seek 
to develop talent that in the past may 


have not been developed and not recog 
nized within the bank. 

Expanded opportunity for banking 
edueation is being provided through the 
American Institute of Banking, educa- 
tional section of the American Bankers 
Assn., which has a membership of 121, 
678 and 65,668 students enrolled in its 
classes in chapters and study groups in 
138 cities and towns; and 
advanced study, such as the Graduate 
School of Banking, conducted by ABA 
at Rutgers University. A wide variety 
of such edueational opportunities has 
been established in more than 100 uni 
versities and colleges in all sections ol 
the country. 

I have confidence that the twofold 
challenge—providing more and_ better 
banking services for the public through 
better trained people, using better 
methods and machines—will be met. 
While we cherish the sound traditions of 
the past, we are conscious of the changes 
that are taking place, and are prepar- 
ing to meet the responsibilities of the 
future. 


schools ot 


Formal Training Programs 
Don't Train Executives 


FRANK L. ROWLAND 


Managing Director, Life Office Management Assn., New York. 


NE OF 
trends in 
since the 


THE MOST significant 
personnel developments 
close of the war is the 
emphasis being placed on executive 
training. The rapid expansion of busi- 
ness during the past decade, and the 
growing complexity of the management 
job, has necessitated some device to 
speed up the development of executive 
talent. As is customary where we are 
confronted with an emergency, we seek 
a panacea. Personnel directors, judg- 
ing from the emphasis being placed 
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upon this subject, feel they have found 
it in a standardized training program. 

Companies which have had the longest 
experience with executive training have 
come to the conclusion that they are 
dealing with a highly complex problem 
with no formulas or accepted procedure 
to guide them. They have found that, 
contrary to the favorable experience 
with supervisors, the group approach 
is not applicable. No two executives 
need, nor do they respond to, the same 
type of training. 





The only rational approach to execu- 
tive training or improvement involves 
individual consideration for the particu 
lar needs of the trainee; a knowledge ot 
his aspirations and his potentialities 
From the overall organizational point of 
view, review otf the or 
ganization structure as it presently 
exists and a projection of the execu- 
tive personnel requirements one, two 
and five years Following this, 
there should be an evaluation otf the 
available talent and a determination ot 
the type of development required to im 
prove present performance and to meet 
future needs. 


it involves a 


henee. 


Formalized programs usually follow 
the orthodox pattern of (a) defining 
the organizational plan, preparing job 
descriptions and specifications of the 
incumbent; (b) appraising the per- 
formance, abilities and executive poten- 
tial of each man; (¢) preparation of re 
placement tables; and (d) special train 
ing for high potential talent slated for 
promotion. 

Recently there has been a tendency 
for some top managements to question 


the results of these programs 1n the 


light of the time and money expended. 


A small group of executives, working 
with some management consultants, have 
conducted a series of research projects 
to evaluate formal training programs. 
The study group concluded that they 
were unable to detect conerete evidence 
that these formal 


velop people. 


programs do d 
As a matter of fact, since 
programs emphasize doing some 
thing special to develop people, they 
sometimes tend to distract executive at 
tention from the fact that 
velopment opportunity exists in learn- 
ing to do better the things that have to 
he done every day in the normal course 
ot business. The observed 
that many with no formal 
programs seem to have little difficulty 
in developing well 


most 


solid de- 


researchers 
companies 
qualified replace 
ments. They observed instances where 
men of little better than average ability 
achieved outstanding 


have SUCCESS in 


74 


positions of great responsibility, pri- 
marily because they have learned to use 
their strength well, minimize their weak 
ness and, most important, pursue then 
objective relentlessly. 

This forth 
doubt 


research group has come 
with three conelusions which no 
many managements have, at least u 
tuitively, been aware ot: 

1. Development is primarily the re 
sponsibility of the individual himself. 
The company does not develop execu- 
tives. Potential executives develop 
themselves. It is fundamental that the 
individual himself must possess the basic 
abilities required for executive success 
and he must apply the necessary energy, 
drive and purposefulness to gear these 
abilities to the tasks and challenges pro 
vided by the business environment. 

2. The company does exert consider- 
able influence over the self-development 
of its executives, the significant 
being the way the business is run. The 
environment either provides 
challenges to, or places restrictions on, 


in the 
MARCH 
OF DIMES 


most 


business 
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individual self-development. These in- 
fluences either shape the attitudes that 
stimulate ambition and unusual effort 
or, on the other hand, inhibit growth. 
3. Methods of managing the business 


Machines and Men 


and company environment, influence the 
attitudes of all executives and tend to 
influence growth on their present jobs 
as well as their preparation for promo 
tion. 


in 


Accounting Operations 


JOHN H. ZEBLEY JR., C.P.A. 


President, American Institute of Accountants. 
Partner, Turner, Crook & Zebley, Philade phia. 


OOKKEEPING is more 

and more a machine operation, from 

the register used in 
small stores to the electronic computers 
which are being installed to help keep 
the records of multi-million dollar corpo- 
rations. Machines can take the place 
of routine hand labor and they can sup- 
ply financial information far beyond the 
capacities of a record clerk, but they 
cannot replace the human judgment 
which can translate figures into profit- 
able business operations. 

The accounting profession finds itself 
called upon to provide more, rather than 
less, service as machines take over record 
keeping operations. Before World War 
I, the job of independent ac- 
countants was to check records to make 
sure there were no irregularities. Those 
functions still important, but his 
business clients today expect far more. 
For one thing, the businessman in 1956 
is likely to be more interested in the in- 
come statement which answers his ques- 
“how are we doing?” than in his 
halance sheet which tells him how much 
his enterprise is worth if he could sell 
it for the book value. A few years ago 
he would see such information only at 
the end of his fiscal year. Now he is 
apt to want it monthly, or more often, 
so that he can check his various indices 
periodically the way an engineer reads 


becoming’ 


recording cash 


main 


are 


tion 
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Accounting 

the presentation of financial information 
in usable form together the di- 
verse operations of small or large busi- 
ness and provides a means of controlling 
them. It provides the businessman with 
the facts he needs to make intelligent de- 


cisions. 


and rereads his gauges. 


ties 


Because machines can provide the 
raw material of accounting economi- 
cally, certified public accountants are 
recommending them more and more to 
reduce their clients’ bookkeeping ex- 
penses. But the average businessman 
needs more than the raw material turned 
out by machines. Analysis and classi- 
fication—transforming financial data so 
that they have meaning to management 
as a measure of business progress—still 
require the skill and judgment of the 
certified public accountant. His experi- 
ence enables him to interpret factors 
which cannot determined precisely 
because they are changing all the time, 
or because the dollar amounts of such 
items as obsolescence of plant, inven- 
tories in process, bad debt reserves, or 
contingent liabilities, can be only ap- 
proximated by trained judgment. 

The measurements made by the CPA 
have become one of the basic supports 
for our whole economic structure. The 
businessman needs them to establish a 
line of credit with a bank. Security 


be 





analysts and investors need them to 
estimate the value of corporate stocks. 
When a businessman pays his taxes, he 
must measure the income of his enter 
prise by accounting methods which 
show fairly the results of business opera 
tions, 
Such 
trom the mere recording of 
and the verification of 


measurements are a tar ery 
past events 
figures which 


were the chief functions of accounting 
from the early days of banking and 
trade in Venice to as recently as fifty 
vears ago. Without the almost revolu 
tionary developments in accounting 
since World War I, it would have been 
impossible to organize in a free enter- 
prise system the cooperative activities 
which have brought us to our present 
levels of production and prosperity. 


Resolution for Management: 
Take Nothing for Granted 


ROBERT N. WALLIS 


President, Controllers Institute of America. 
Treasurer, Dennison Mfg. Co., Framingham, Mass. 


HE NEW YEAR iis traditionally 
the time when everyone makes reso 
lutions, and there is no better time 


for a corporate resolution recognizing 


the significance of a cost reduction pro 


gram and its early implementation. Hu- 
man nature is such that everyone can 
be profitably reminded of the necessity 
of doing things better, more efficiently. 
It is the role of management to develop 
a full consciousness of the importance 
of a realistic control of costs. In to 
day’s highly competitive business world, 
every firm must have an active program 
to cut through improvement of 
office systems and procedures. The time 
reduction program 


COSTS 


to undertake a cost 
1S HOW, 

Each member of the management team 
realizes it is Just as important to save 
a dollar as it Yet, this 
knowledge ean become so commonplace 
that no conscious thought is given to it. 
If the management team, individually 
and as a whole, is not consciously and 
actively looking for ways to reduce 
costs, effect time savings and simplify 
procedures, there will be trouble. It is 
not enough for management to say, 
“Oh, yes, we are well aware of the prob 


is to earn one. 


76 


must do 
and see 


lem.”” Management something 
at its own level, that every 
employee takes a personal and continu 
ing interest in finding ways to do his 
job better and faster. 
There are many ways in 
executives can achieve the end result, 
but the first step for each must be a 
completely candid and thorough soul 
searching of his own attitudes and in 
dividual There is no room or 
justification in today’s competitive econ 
omy for empire building, selfishness o1 
blind adherence to the “we have always 
done it this way” school of thought. 
When soul reveals that 
rective measures are necessary, two in- 


which the 


actions. 


searching cor- 
tangible factors are needed: courage on 
the part of the individual involved, and 
encouragement on the part of the chief 
executive who may only be able to 
sense vaguely that there is a problem. 
The very nature of the corporate 
organization is such that the diverse 
skills, experience and knowledge of 
many individuals are needed. For all 
practical purposes, these varied abilities 
are distilled to the highest degree in the 
members of the management team. If 
the problem to cut costs, save time and 
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improve procedures is presented to this 
team, as a group, honestly and un- 
equivocally, it would be a rare organiza- 
tion which would not come up with 
some worthwhile and practical sugges- 
tions, 


Once the decision has been made as 
to the course of action and goals, stand- 
performance must be set and, 
finally, there must be means of measur 
ing performance against standards. 


ards of 


If the standards and measurements are 
realistic, and this is in the class of the 
categorical imperative, each executive 
will know what is still left to be done. 
The periodic measurement will be the 
most effective of all reminders and will 
make it possible for each executive to 
stick to his resolution and make it a 
part of his daily business life without 
any possibility of its being taken for 
granted. 


Be Ready for Automation or 
You'll No Longer Compete 


J. C. HODGES 


President, National Office Management Assn. 
Manager, Suggestions Bureau, Canadian National Railways, 


Montreal. 


MYHE FIRST office appliance, known 
today as an abacus, was invented 
about 2,600 B.C. However, it took 

a full 4000 years tor this Chinese in- 

vention to become commonly used in 

Europe. At this point, according to 

Nystromer in 40 O fice 

Work*, the pace of office operation was 

so slow that a 15th century text on book- 

keeping suggested the suspension of 
business for one year, after every six 
years of work, in order to balance the 
books completely. The second inven- 
tion, which has developed into office 
equipment, was Gutenberg’s printing 
press in the 15th century. By simple 
computation, we can arrive at a prog- 
ress rate of one office appliance in- 
vented per 4,000 years and a similar 
length of time for it to become used 
across a continent. Then the office had 
to wait another 300 years for James 

Watt to invent a copying press. After 

that, it was less than 100 years until 

the first commercial typewriter came out. 

At this point, we can clearly see steps 

in offiee mechanization coming closer 


Centuries of 


* Tue Orrice, April 1946, page 74 
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and closer together, but still with genera- 
tions of time available for consideration 
of each improvement. 

The introduction of the typewriter 
in 1873 touched off a barrage of inven- 
tiveness aimed at the office that gave 
us most of the basie office machines o! 
today in the short space of 40 years. 
In 1913, Schulze in his The American 
Office, the first office management text, 
commented on the telephone, Tel Auto- 
graph, inter-communicating equipment, 
Stenotype, dictating machines, calculat- 
ing machines, cash registers and ad- 
dressing machines. He also described 
billing machines, duplicating machines, 
check protectors and signers, folding 
and numbering machines, sealing, stamp- 
ing and mail opening devices, the auto- 
matic typewriters and Hollerith punched 
card equipment. 

Then the business office began to take 
on new stature. An office manager who 
clung to old ideas and methods, who was 
steeped in tradition, suddenly became 
a liability to his company. Fed by the 
new mechanical abilities of the office, de- 
mands for more administrative infor- 
mation and production assistance grew 





almost explosively. 


in the next 37 years had to think about 
using the new machines and equipment 
to the best advantage and keeping up 
with improvements as they came along 
This was a new concept. Each item had 
to be related to the total picture of his 
company’s office operation. Considera 
tion of the operation as it related to 
other companies was not required as 
long as a competitive position was main- 
tained. 


References to office electronic data 
processing equipment began to appear in 
the literature of 1950. 
were 


The possibilities 
potential and 
ability far exceeded any previous equip- 
ment. Keeping pace really became im- 
portant now. If you could add at 
the punched card rate of 100 numbers 
per minute, and your _ electronic 
equipped competitor could add at 1,900 
per second, vou would be at a distinet 
disadvantage. So the rush to investi- 
gate these giant “brains” began. Then 
came the cold water: electronic office 
equipment had much more mathematica! 
ability than was needed; it couldn’t ac- 
cept mass office data fast enough or re- 
port volume results fast enough; its 
cost was very high; it called for highly 
trained technical personnel. All too 
many said, “Electronics is for the indus 
trial giants. We'd waste our time trying 
to keep pace.” 

Almost 
jell, the 
data 


tantastic; speed 


before this idea had time to 
announcement of integrated 
1954. This 
was a mechanical common language that 
could tie all key operated and electronic 
equipment together so that the product 
of one would activate any other and 
only one initial manual writing of of- 
fice data was needed. Here was an- 
other radical change to keep pace with. 
Automation in the office was born: the 
removal of a part from stock need be 
recorded only once on an adding ma 
chine which cut a_ five-channel tape 
From there on, a series of tape operated 
and tape punching machines could take 
over to adjust inventories, write pur 


processing came in 


The office manager 


chase orders and invoices, prepare status 
reports, and pertorm any other desired 
action resulting trom the with 
drawal. 

Still, up to the point 
reached today, keeping pace has been 
an internal thing. If you didn’t use 
anv or all possible equipment or im 
prove methods to the fullest extent, 
nothing happened except your profit 
picture might look bad compared to 
your competitor’s. Even that could be 
offset by competitive or manufacturing 


stock 


which we have 


advantages. 

Vow is the time to keep pace! Auto 
mation within your company is a sever 
test of your mettle but it is as nothing 
compared to the concept we must 
with: between 

Automation ot office paper 

here tor companies and 

much closer for others than they think. 
Automation means that no business data 
need be written or printed except for 
information purposes; all normal 
data may be kept on mag 
paper tape with only excep- 
tions being manually handled or 
ing in written form 


how 


l- 
reckon automation com- 
pane 8. 


work Is some 


operating 
netie or 


exist- 


As office people hegin to realize the 
possibilities of automation with its 
minimum of clerical intervention, they'll 
question the need for printing out even 
such items as the purchase order and 
mailing it to the supplier who must key 
the printed data into his automation sys 
tem. Why not activate his data process 
ing equipment directly from yours via 
common language Why wast 
time with routine orders?) Only excep- 
totals and pe riodic¢ reports are 
really needed in written form. Automa- 
tion between different companies is in 
the future, but how far that 
future? 


tape? 


tions, 


away Is 


It is possible with presently existing 
equipment to connect the office pro 
cedures of suppliers, manufacturers, 
distributors and retailers. As this be 
comes a reality, your office will be in an 
untenable position if you’re not set up 
to handle business in this manner. You'll 
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maybe your business* 


— ° sett ae 
BOR Sp peg ag 


4 EACH DRAWER A SAFE! 
Fire can’t burn any of the IE Sos ine ‘soton: Paton, 


steel-walled, steel-rein- 


records in this office x | forced fire insulation on 


all six sides of each 
drawer. Vault-like inter- 


. . ALL ARE PROTECTED BY UNDERWRITERS LABELS locking drawer front. 


You are looking here at no ordinary office - Correspondence, Paid Invoices 
scene. The difference is a new means of record 
keeping — fire protection for all records right 
where they are used. - Inventory Control 

This modern “time-engineered” equipment Unshipped Orders, Bills of Lading 
not only gives fire protection during working , 
hours when most fires (55%) occur, it pays Checks, Cash, Collection Sheets 
for itself by saving time and space. . Customer Card List 

Shaw-Walker makes 46 different types of 7. Payroll Records 
this time-saving, fireproof equipment — in E 
them your records will always be ready for 8. Paid Accounts, Voucher Checks 
instant use, even after a fire. You can’t afford 9. Accounts Payable 
to gamble — 57% of the businesses who lose 49 Current Werk, Ropers, Contracts 
records in fires never fully recover. 


“Built Like a 
FREE to Office and Purchasing Executives: — GHAW-WALKER 


The new, 292-page Office Guide con- [le 

taining hundreds of ideas on how St Largest Exclusive Makers of Office Furniture 
to ease and shorten office work. ‘J and Filing Equipment in the World 
Write Shaw-Walker, Muskegon 6, Executive Offices at Muskegon, Michigan 
Michigan, on business letterhead. 4 erm Branches, Dealers in All Principal Cities 
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be ho longer independent, able to oper 
ate as you please. You'll be unable to 
understand and act on the language of 
the automatic office. Even if you ean 
utiderstand, your manual handling will 
put you far behind in the race against 
time and cost that will mark the office 
of the near future. You must get your 
procedures in written form and up-to 
the-minute. In every office, from the 
one-man operation to the largest, some 
person or team must be 


given the as 


signment of keeping aware of these new 
technologies and how they apply to 
needs. Progress steps are no 


present 
longer spaced 4,000 years, 500 years, 


50 years, or even five years. Recently, 
one company we know of thought elec- 
tronics was ten years away for its pur 
After a short investigation, it 
placed an order just six months later. 
Automation may not be ready for you 
today, but you should be ready for it 
tomorrow. 


pose. 


Use Present Machines to 
Compete with Electronics 


PAUL KIRCHER 


Associate Secretary, Institute of Management Sciences. 
Associate Professor of Accounting, University of California. 


OTHING IN RECENT 

history has created as much interest 

as have the new electronic devices 
for processing data. Almost every con- 
vention has had at least one speech on 
the subject. Some groups, such as the 
Systems & Procedures Assn. of America 
and the American Management Assn., 
have devoted entire meetings to the 
topic. Every business magazine has ear- 
ried articles on the subject. Yet it seems 
fair to say that, in spite of all the ac- 
tivity, most office executives and workers 
are still bewildered. 

What does the advent of the elee- 
tronic computer mean to me? Will it 
replace me? What must I learn in or- 
der to live with it? The sense of appre- 
hension great that a successful 
3roadway play has cast a computer as 
the villain: “The Desk Set,” starring 
Shirley Booth. In his critical review, 
Richard Watts, Jr., declared, “That 
mechanical brain is quite a sight when 
it swings ominously into action.” 

Unfortunately, computers are not 
brains, nor ean they be installed over 


business 


iS SO 


80 


Los Angeles. 


the weekend, as happens on the stage of 
the Broadhurst Theater in New York. 
In tact, experience with early installa 
tions shown that a great deal of 
work is required to make electronic sys 
tems run successfully. Experience also 
has shown that a major part of the 
effort must be contributed by people 
familiar with the business’ needs. Sys- 
tems and procedures may be changed, 
but executives and high level workers 
who are flexible in their thinking will 
be more important than before—not less. 

The machines apparently can handle 
most types of data transfer routines, so 
that they can replace clerks whose job 
it is to re-type or re-write data already 
recorded on invoices, requisitions, ete. 
But the need to type items the first 
time still will exist. Data must be pre- 
pared in a form the computer ean 
“read.” This means that magnetic tapes 
or punched paper tapes must be pre- 
pared, along with source documents. The 
latter will still have to be typed, and 
perhaps key-punched, for most systems. 

Electronic systems ean also replace 


has 
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ADDING MACHINE 


Here is a remarkable adding machine . . . with new light- 
touch, quick-action keys, and new cushion-quiet electric 
operation. It’s compact and ever so durable. In four smart 
colors of your choice, you’ve got the most exciting 
adding machine today. 


Burroughs 


Why not try.one in your own office at our expense? Phone 
today. Our local branch or dealer is listed in the Yellow 
Pages. Burroughs Corporation, Detroit 32, Michigan. 
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what’s 
the pay seale 


for 


Da *russers 


American Carbon Paper Mfg. Co. 
Ennis, Texas 


Capital Carbon & Ribbon Co., Ltd. 
Ottawa, Ont., Canada 


Continental Ribbon & Carbon Co., Inc. 
2704 Polk Avenue 
Houston 3, Texas 


Kores Carbon Paper & Ribbon Mfg. Corp. 
43-49 Bleecker Street 
New York 12, N.Y. 


Miller-Bryant-Pierce 
Aurora, Illinois 


Old Town Corporation 
345 Madison Ave. 
New York 17, N. Y. 


Pacific Carbon & Ribbon Mfg. Co. 
1451 Harrison Street 
San Francisco, Calif. 


Write Inc. 
420 Lexington Ave. 
New York 17, N. Y. 


AED, 


in your office? 


You know how much you pay typists and 
stenographers, but how much are you paying 
for fussing? Fussing includes juggling limp 
carbon papers, jogging and re-jogging them 
and then realigning them in the machine. 
The more time spent fussing, the less pro- 


duction you get. 


Don’t pay for fussing! Use the fabric-like 
carbon paper that is easier to handle quickly, 
that holds multiple copies in register without 
fussing or gadgets, and produces more clear 
copies than ordinary carbons. Use HERME- 
TITE NON-SLIP PROCESSED CARBON 
PAPERS on all your manual and electric 
You'll get production 


and save money! 


typewriters. more 


Write to one of the manufacturers listed 
here for samples of HERMETITE NON- 
SLIP PROCESSED CARBON PAPERS: 


rmetite corporation 


arlstadt, New Jersey 
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punched ecard equipment for many 
types of work. In these cases, however, 
the business systems are already largely 
mechanized. Only a few of the clerks 


who now handle stacks of tab cards 


may be replaced, and some of these will 


still be needed to handle the tapes, 
ete. Without exception, companies ex- 
perimenting with computers have an- 
nounced that labor turnover will take 
care of personnel replacements—none 
will be discharged.’ 

High speed electronic printers make 
it possible to turn out piles of checks, 
bills, ete., at a greater rate than ever be- 
fore. The machines also can be pro- 
grammed to turn out a large variety 
ot reports in multiple copies. In fact, 
there is some danger that executives will 
find they are getting more information 
than they can digest. It will be neces- 
sary to design reporting systems to 
emphasize information useful for de- 
cisions and to sereen out routine re- 
ports. 

When computers were first announc- 
ed there was some apprehension that 
they would make obsolete older equip- 
ment and the skills required to operate 
it. Now it appears they may stimulate 
demand. A computer is only the heart 
of a data processing system. Much 
peripheral equipment is required and 
some of it is quite similar to present 
equipment. 

The present electronic systems are 
still so expensive that only large firms 
ean afford them. Smaller firms must 
wait. Meanwhile, they must compete, 
which means that they must process 
their data more efficiently than ever be- 
fore. More of them will be using me- 
chanical equipment, and the demand for 
competent planners and workers will 
continue strong. 

In both large and small firms, the in- 
creasing emphasis on improvement in 
data processing and data reporting has 
sparked a demand for new methods of 
analysis. The growth of interest in 
this field is shown by the creation of 
three new professional societies: Insti- 
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tute of Management Sciences, Opera- 
tions Research Society of America, and 
Society for Industrial & Applied Mathe- 
maties. Each of these has a journal de 
voted to new developments in the 
analysis of business information. 

The field is so new that as yet few 
non-technical books of general interest 
have appeared. This year should, how- 
ever, see the publication of several. 
Electronic Computers and Management 
Control by Kozmetsky and Kircher (Me 
Graw-Hill, due in February); Elec 
tronic Data Processing for Business and 
Industry by Richard Canning (Wiley), 
and one by William Bell, not titled as 
chis was written (McGraw-Hill) will be 
available. In addition to books, the best 
sources of information will no doubt 
continue to be magazines, such as THE 
Orrice. The Controllership Founda- 
tion, 2 Park Ave., New York 16, New 
York, publishes a bibliography of writ 
ings in this field. 

The prospect for the foreseeable fu- 
ture is not one of alarm. Whether a 
worker studies electronic equipment, or 
perfects his knowledge of older ma- 
chines, it seems certain that the major 
result will be an up-grading of his job. 
Competition, and the need for intorma- 
tion in business, will make the good 
office worker more necessary than ever 
before. 








tavk Baes hee 


“Take down that other sign and hang up 
this one!” 





Railroad Accounting Is 
A Highly Specialized Job 


R. E. DeNEEFE 


Chairman, Accounting Division, Assn. of American Railroads. 
Vice President and Controller, Gulf, Mobile & Ohio Railroad Co., 


FEW YEARS AGO an article ap 

peared in THE OFrrice prepared by 

one ot my predecessors as chairman 
of the accounting division of the Assn. 
of American Railroads. The artic 
dealt with railroad accounting: its 
problems and achievements. Necessarily 
it was not and could not be all-inclu- 
By the same token neither will 
this narrative be all-inclusive, but will 
endeavor to enlarge upon or add to the 
prior article concerning railroad ae 


Sive, 


counting. 

While accounting in the railroad in- 
dustry is devoted primarily to the pro 
tection of revenues and checking of ex 
penditures, this is not its only protec 


tive effort. It also endeavors to protect 
the property, net earnings and, of 
course other financial factors. By th 
process of auditing and analyzing re 
ceipts, expenditures and resulting bal 
ances, the company is assured it is re 
ceiving that to which it is entitled and 
paying out correct sums for labor, ma 
terial, supplies, taxes and other items. 
At the same time, accounting procedure 
protects property by the maintenance 
of inventories of fuel, material and sup 
plies, ete. Likewise, additions, retire- 
ments, and withdrawals are recorded, 
with property investment safeguarded 
by appropriate depreciation, amortiza 
tion and retirement accounts. 

As is well known, the railroads are a 
regulated industry and this regulation 
extends to the accounting performed by 
the individual companies. The Inter 
state Commerce Commission, under spe 
eifie provision of the Interstate Com 
merce Act, prescribes a uniform system 
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Mobile, Ala. 


divided into six classifica 
minute detail. The elassifica 
tions, as well as related interpretations 
issued trom time to time, have been de- 
veloped by the commission in coopera- 
with railroad accounting officers 
through their association now known as 
the accounting division of the Assn. of 
American However, in all 
instances, decisions are made by the 
commission. 

A railroad accounting department 
must be organized to keep as currently 
informed as possible regarding the finan- 
cial operations of every phase of the 
company’s transactions in order that it 
inay serve the needs of management and 
comply with governmental regulations 
and requirements. In a large railroad 
company, this necessitates an extensive 
organization usually made up of see- 
tions or divisions which handle the audit 
of receipts and disbursements, looking 
to the building up of the details which 
work to the general income, profit and 
loss and balance sheets aecounts. The 
sections or divisions may be set up with 
supervisory accounting fo 
freight and passenger traffie, disburse 
ment, station accounts, valuation ae- 
counts, tax accounts and freight claims. 
Inasmuch as railroads interchange ears, 
a railroad company must know the loca- 
tion of its cars on its own line and the 
lines of others, as well as ears on its line 
owned by others. Usually the account- 
ing department includes a ear ae- 
countant for this purpose. 

A chief accounting officer is at the 
head of the railway accounting depart- 
ment. He may earry the title of vice 


ot accounts 
tions oft 


tion 


Railroads. 


separate 
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when it must 
make an 


impression 


it should 


be on 


yj Atlantic Bond! 


If the job calls for quality, it’s good business to “run” with 


ATLANTIC BOND! Here’s why: 


ATLANTIC BOND is the genuinely watermarked, #1 Sulphite 
Bond... first in its field in sales... first in performance! Better formed, 
better looking impressions “take” better 


on ATLANTIC BOND...look sharper, clearer 


All this is possible because 

ATLANTIC BOND is made first for 
“runability” — which means smoother 
running always. And ATLANTIC BOND 
features moisture controlled dimensional! 
stability and micromatically 

accurate trimming. 


Next time — and every time you 
have an “important” job, run 


iton ATLANTIC BOND! 


EASTERN 


Reproduction Plant 
ric Product 


ATLANTIC BOND 
ATLANTIC DUPLICATOR 


Atlantic Papers Ezz 


ATLANTIC OFFSET 
MANIFEST BOND 
Products of Eastern Corporation + Mills in Bangor and Lincoln, Maine 
For More Information Circle No. 239 
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A re you feeding one in your office? Most 
offices are! He’s that mass of ever- 
accumulating records that bulks up files, 
eats up space, and gobbles up big hunks 
of profit! 

If you have any doubt about this beast 
stalking your office — try these three 
simple tests: 

Test #1 — Do you have an organized 
policy covering systematic retention, trans- 
fer or destruction of all papers and docu- 
ments? If not, you must be feeding this 
elephant! Tremendous savings are pos- 
sible. Assuming you have 50 files, annual 
savings of $3850* will result just from 
the 35% of the records to be destroyed 
... 100 files double this amount, and so 
on. And savings from “destruction” are 
only a drop in the bucket! 
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this 


white elephant 


is 
made of 


paper 


Test #2— How long does it take to find 
or file a paper in your organization? It 
should not take longer than | minute. If 
it does your company probably needs a 
Records Analysis. 

Test #3 — When you ask for a file by 
subject instead of by name do you get all 
the records pertaining to that subject —and 
are they in order for best use? A subject 
file is the backbone of a record-keeping 
operation — the source of vital facts for 
management decisions. Untold dollars 
ride on those decisions! 

Why delay! Get the latest information 
on actual dollar savings possible through 
modern records management methods. 
Get rid of the white elephant in your 
organization. Start today by filling out the 
coupon for this valuable free literature. 


‘(] BSD32 


* 
f8. enungton Mand 


DIVISION OF SPERRY RAND CORPORATION 


Room |129, 315 Fourth Ave., New York 10 


Kindly send literature checked: 
“Get These Annual Dollar Savings 
From Your Files’ 


(] X1200A ‘“‘A Basic Plan For Record Retention 
and Destruction” 


{_] LBV396 ‘‘How To Simplify Your Files And 
Filing Systems”’ 


{] X1615 ‘Your Records 
Cost’”’ 


(] LBV676 ‘‘Kompakt Catalog”’ 
() BSD5B ‘‘Complete Microfilming Service’ 


How To Cut Their 


NAME TITLE 
COMPANY 
ADDRESS 


CITY ZONE STATE 


For More Information Circle No. 156 
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president, controller, general auditor, in 
some instances chief accounting officer, 
or title consonant with the organization 
of the company. He is responsible for 
orderly and efficient administration of 
the department and for keeping top 
management as currently informed as 
possible of the financial condition of the 
company along with such estimates and 
related statistical data as may be desired. 
In addition, he is responsible for filing 
required reports with the Interstat 
Commerce Commission and other federal 
and state agencies. 

In the prior article by one of my 
predecessors, with reference to the cur 
rent status of the railroad accounting 
officer, it was stated: “No longer is he 
considered merely as a bookkeeper; on 
the other hand, he is commonly ac- 
corded a recognized position on the 
management team and his statistics and 
summaries of past performance, as well 
as his predictions of things to come, are 
important yardsticks ol 
policy in the railroad industry. To 
maintain his present position a rail 
road accounting officer must be ever on 


managerial 


the alert; development in communica 
tions and in accounting machinery ar 
extremely rapid and the application of 
electronics to such devices gives promise 
of greater economy and efficiency in th: 
day to come.” 

In this statement railroad accounting 
officers wholeheartedly coneur and are 
highly enthusiastic about the possibili 
bilities of electronics as related to their 
duties. There has been much progress 
in this direction with the exercise of con 
siderable wisdom and prudence. Despite 
much pressure in view of the widely 
advertised adaptability of electronic 
computers, railroad accounting officers 
have not dived in over their depth. They 
have made, and are making, every effort 
to learn about electronic developments 
and their possible adaptation to their 
own work. They have attended study 
classes at the invitation of the manu 
facturers, with the result that some 
have begun installation and more are in 
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the planning stage. 
In every instance, however, the ac 
counting officer has found himself im 
pressed with the absolute necessity ot 
proper and accurate 


While the 


programming. 
computers have 
termed “geniuses” and “brains,” 
actually they must be instructed = or 
told what to do. It is here that pro 
gramming becomes so important. The 
railroad accountant has to learn how 
to state his problems in terms and for 
mulas acceptable to the machine. The 
uitimate desire is to feed specific data 
into the machine, just once, in such a 
way that each department of the rail 
road has available the information it re 
quires without duplication of effort. 

Many who have been impressed by the 
emphasis upon 


electronic 
heen 


sound programming, 
have found that accounting equipment 
already in use could provide stepped 
up efficiency with better programming. 
In fact, this some cases 
has pointed up the inadvisability of go 
ing to the new first 
exhausting the possibilities of those in 


knowledge in 


machines before 
use. 

It appears axiomatic that the goal 
of all management is to be provided 
with an evaluation of operating condi 
tions as soon after they occur as pos- 
sible. This is highly desirable in the 
railroad industry but, in view of far 
flung operations, it has not been pos 
sible to provide all essential informa 
tion in time—certainly not up to the 
minute reports to enable management to 
take immediate action. 

The new high speed integrated data 
processing machines hold the promise of 
providing these reports, and to this 
end the accounting officers are making 
a searching investigation of their own 
departments and collaborating with 
other company officers to ascertain just 
how accounting methods are related to 
overall railroad operations, and vice 
versa. 

In this direction, the aceounting di 
vision of the Assn. of American Rail 
n page 144) 


(Continued 
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look 
ahead 


é . and save these dates 


a=" 


February 12, 13, 14, 15 


for the 14th Annual 


CHICAGO SEMINAR AND BUSINESS SHOW 


at the 
CONRAD HILTON HOTEL 


featuring 


ADMINISTRATIVE MANAGEMENT 


See... Hear... 


the largest exhibition of tomorrow’s foremost speakers discuss what’s 
office machines and equipment. ahead in office automation— 
Open daily 1:30 p.m.—10:00 p.m., methods—personnel relations— 
starting Sunday, February 12. cost control and management. 


WRITE NOW FOR TICKETS AND COMPLETE PROGRAM! 


OFFICE MANAGEMENT ASSOCIATION OF CHICAGO 


105 W. Madison Street Chicago 2, Illinois 
SEMINAR CO-SPONSORED WITH 


NORTHWESTERN UNIVERSITY 


For More Information Circle No. 271 
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‘1 love my New Order Desk. 
! find or file an Order or a 
Master in Seconds! 


My Boss is in better humor, too. 
Before | was on my feet as much 
as at my desk" 


WASSELL CORRES-FILE 
ORDER DESKS 
give finger tip control of all records. 
Cards and correspondence or orders 
can be mixed. All records instantly 
available. 


Fre DESCRIPTIVE CATALOG 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


For More Information Circle No. 166 


PORTABLE MAILBAG HOLDER 


Speeds Handling - Lowers Cost 


EASY TO MOVE — Large, full swivel, hard rubber casters 
permit easy handling, even when loaded with 500 Ibs.! 

EASY TO UNLOAD — Swivel hooks hold bags open, 
but release with fingertip pressure, lowering bag to 
floor. NO LIFTING! 

EASY TO STORE — Light weight permits off-floor storage. 
Folds compactly. 

Choice of 2 or 4- bag holder. Write for details: 


W. A. CHARNSTROM COMPANY 


305 So. 5th St. Minneapolis 15, Minn. 


For More Information Circle No. 167 
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Paperwork’s Objective Is to 
Produce and Sell Products 


W. A. McCLINTIC 


President, Railway System & Procedures Assn. 
Tax Commissioner, Chesapeake & Ohio Railroad Co., Detroit. 


LL TOO FREQUENTLY, I think, 
paperwork is considered as some- 
thing done almost wholly, by and 
or for accounting departments. There- 
fore, among other things, the Railway 


Systems & Procedures Assn. has been , 


attempting to indicate that timely, di- 
gested information can give production 
and sales personnel control of opera- 
tions, regardless of the department turn- 
ing out the information: We do not 
mean to intimate that what we are try- 
ing to put across is original with RSPA 
or the railroad industry itself. We sim- 
ply wish to give it added, and much 
needed, emphasis. 


In a business where production and 
sales areas are legion and widely scat- 
tered, proper control calls for some cen- 


tralization. Hence communication net- 
works and adequate data processing fa- 
cilities are necessary if adequate con- 
trols are to be set up for a business 
which “produces” all day long, every 
day in the year. Consequently, RSPA’s 
last two general meeting programs have 
emphasized the railroads’ needs for (1) 
better communication networks; (2) 
facilities for rapid and accurate pro- 
cessing of data. As you can well imag- 
ine, therefore, talk of electronic com- 
puters has been much in evidence at 
our meetings. Both the Great Northern 
Railway and the Chesapeake & Ohio 
have told us of the their present or 
intended use of computers to help con- 
trol operations. 

Always in the back of our minds, in 
presenting these programs, has been the 
need for the kind of information which 
will make possible better utilization of 
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the railroad freight ear fleet, among 
other things. If the carriers could bet- 
ter control their freight cars so that 
they wouid get twice as much daily 
mileage out of them, theoretically 
they could handle twice as much busi 
ness with the same number of ears. Or 
they could handle the same amount of 
business with half as many ears. Either 
way, if we accomplish our purpose, the 
railroads should begin to earn a better 
return on their investment. 

More and more, therefore, RSPA is 
relating the paperwork problems to the 
objective of the railroads which is to 
produce and sell transportation, not to 
keep figures for the sake of the figures. 

However, as this issue of Tir OFFICE 
goes to press, we will be putting on a 
program with a somewhat different 
flavor. This program attempts to point 
out that there is plenty of work for the 
systems and procedures staff in revising 
the actual operations of the railroads. 
Industrial engineering, we have set out 
to prove, has its place in production, as 
well as in paperwork operations. This 
does not mean that RSPA now intends 
to forget about paperwork. Far from 
it. But we hope that, among other 
things we will be able to make two 
points: 

1. In analyzing operations many of 
the tools of the paperwork procedures 
man can be used. 

2. Paperwork is or should be a part 
of operations, rather than something 
apart from them. 

The greater part of our activity in 
the last two years has been the holding 
of several large general meetings each 
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year. It is our hope that we can depart 
from this pattern beginning in April. 
Although we still expect to hold at least 
one general meeting a year, more smaller 
group meetings are being planned. At 
these, specific problems or facets of 
problems will be discussed. We expect 
to hold a number of such small group 
meetings the purposes of which will not 
be problem solving but, instead, frank- 
ly educational. In this way we hope to 
be able to better fill some of the ex- 
pressed needs of some of our members. 





O MUCH 
spoken about the merits of purchas- 
ing on the basis of definite specifica- 


has been written and 


tions that it is not felt necessary to 
recount here the advantages of such 
purchasing procedure other than to 
reiterate, “if genuine competition is to 
be expected and obtained, definite speci- 
fications are essential.” 

The development of adequate speci- 
fications over the years has constituted 
a constant and considerable problem to 
local level governmental purchasing of- 
ficials, particularly because they are 
called upon to contract for the widest 
imaginable variety of materials, sup- 
plies, equipment and services. The 
rapid and continuing technological ad- 
vances of the past few years, which 
have brought to the market many new 


products, unlimited changes in_ the 
character and composition of existing 
products, and numerous new processes 


and methods of performance, have fur- 
ther complicated operation of a local 
governmental purchasing agency from 
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Actually, we believe that we will be 
able to expand our activities on behalf 
of our members this year. Generous 
financial support, which we have re 
ceived from the companies of some ot 
our members, will make this possible. 
This support last year enabled us to 
hire a permanent executive-secretary 
who already is doing much to help us. 
Consequently, RSPA should become an 
increasingly worth while organization, 
to the members and to the companies 
they represent. 


Specification Development 
In Smaller Civil Agencies 


JOHN G. KRIEG 


President, National Institute of Government Purchasing. 
City Purchasing Agent, City of Cincinnati. 


the standpoint of the amount of effort 
required to maintain and/or develop 
up-to-date adequate specifications for 
products required in ever broadening 
fields of operation. 

By reason of such factors as total 
dollar volume of purchases, the variety 
of products and services to be acquired, 
population and area served, and local 
laws governing the agencies’ operations, 
the most practical approach to a solu 
tion of the specification problem will 


vary considerably from agency to 
agency. For example, a number of the 


larger municipalities and state procure 
ment offices have found it economical 
and expedient to establish rather exten 
sive testing laboratory facilities and to 
employ a considerable number of tech 
nical personnel to study and evolve 
standard specifications for their own 
requirements. There is no doubt that 
the cost involved is easily justified where 
the dollar volume of purchases is high, 
particularly when it is borne in mind 
that the same facilities and personnel 
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For clean, readable 


office copies 
be sure she uses 


carbon papers by 





The carbon copy is your record of promises 
and commitments. You can’t afford to use FREE CARBON PAPER FOR YOUR SECRETARY 


carbon paper which blurs, smudges, fades or Prove to yourself that Old Town carbon papers do produce finer 
P if 
copies. Simply have your secretary address her request to us on 
your company stationery stating the model of her typewriter 
perior ink coatings of quality carbon papers, (electric, standard manual or noiseless) and the number of copies 
she usually requires. We will send her, free of charge or obliga- 
tion, a sample supply of Old Town Dawn carbon paper along 
sheet is aged to allow the coating to set prop- with an interesting, informative folder describing the various 
It: 2. P weights and finishes of carbon paper and how to select the 
erly. The result: clear, sharp copies with proper carbon for her particular work. Write: Old Town Cor- 
permanent legibility. poration, 345 Madison Avenue, New York 17, N. Y., Dept. 
Old Town carbon papers save time and 
money, too. They are non-curl . . . easier, 
cleaner to handle. They car be re-used dozens 
of times without “‘bellying’”’ or losing copy 
strength. Four weights and five finishes of World’s foremost maker'of carbons, ribbons, 
Old Town carbon paper . . . for every type of duplicators and duplicating supplies 


office work, every make of typewriter CARBON PAPERS 


For More Information Circle No. 117 


produces broken letters and figures. The su- 


like Old Town Dawn, are fade-proof and each 











Tue Orrice—January, 1956 








are available to assure that products de 
livered are in accordance with the speci 
fications. It is, of course, readily ap- 
parent that the large majority of local 
level governmental purchasing agencies 
cannot afford such facilities and person- 
nel, yet the problem of adequate speci- 
fications is as real and as important to 
them as it is to the multi-million-dollar 
volume purchasing agency. In 
nition of this fact, there is briefly out- 
lined herein alternate approaches to this 
problem, which are practical for smaller 
agencies. 

Until recently the development and 
revision of specifications in Cincinnati 
limited to such time as our four 
buyers, the assistant city purchasing 
agent and the purchasing agent, could 
spare from the demands of day-to-day 
operational activities and which was 
found entirely inadequate to accomplish 
the desired progress. We have now 
added the new position of specification 
engineer to our personnel complement. 
Under the direct supervision of the pur- 
chasing agent, he will devote full time 
to the problem of specification develop 
ment and revision; and assume responsi- 
bility for the necessary product research, 
determinations of departmental usage 
requirements, exploration of manufac 
turer’s standards, experiences of other 
users, 


recog- 


was 


etc., aS 1S necessary to assure 
specifications conducive to competitive 
bidding and adequate to our city’s needs. 

Under this new arrangement, our 
buving staff will still have the responsi 
hility of applying proper specifications 
to contemplated purchases and of co- 
operating with the specification engineer 
by ealling attention to any indicated 
need for revision of existing specifica- 
tions, for new standard specifications 
and for any product purchases which 
should be subjected to detailed study to 
carry 
standardization program. In 
words, the buying staff must continue 
to keep abreast of from the 
standpoint not only of price and supply 


forward a_ continuous logical 


other 
markets 
eonditions but also of 


new product 
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offerings and applications. It is felt 
that the addition of the specification en 
gineer will provide considerable im 
provement in our specification develop 
ment program and that time will fully 
justify the cost involved. 

There remains for discussion the 
means of meeting the problem of ade- 
quate specification determination on the 
part of the smallest publie purchasing 
agencies for which neither of the pre- 
viously outlined methods offers a prac- 


tical solution. It seems to this writer 


that the best answer for such agencies 


IS TO: 

1. Make full use of the know-how of 
reputable Industry has a 
considerable stake in proper specifica 
tions being used by governmental pur 
chasing officials since this market repre 
sents several billions of dollars annually. 
It has been our. experience that most 
reputable suppliers are willing to give 
of their time and talent to help formu- 
late fair and adequate specifications, 
without any thought of compensation, 
reciprocity or future favors. They are 
content to do their bit toward placing 
the expenditure of the tax dollar on an 
honest and businesslike under 
which they opportunity to 
compete for the involved on 
an equitable basis. 

2. Make full use of specifications de 
veloped by other purchasing agencies, 
trade and technical associations. Federal 
vovernment specifications on a_ wide 
range of products are available at nomi 


suppliers. 


hasis 
have an 
business 


nal cost and a eatalog of available speci- 
fications may be obtained from the 
Government Printing Office. Further, 
the larger public purchasing agencies 
will in general readily provide informa- 
tion and specifications developed for 
their own requirements. * 

In recognition of the many _ prob- 
lems involved in specification formula- 
tion, the National Institute of Govern- 
mental Purchasing has established a 
Committee on Specifications, with John 
F. Ward, City Purchasing Agent for 
Chicago, as chairman, to develop and/or 
recommend basic standard specifications 
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KODAK'S SENSATIONAL VERIFAX COPIER 


Big factor in 
"$350 000 sales jump 


Kodak Verifax 
Copier only $240 


A $240 Kodak Verifax Copier—oper- Getting such information out immedi- 
ated by the office boy at Jack Dreyfus ately has contributed greatly to this 
Co., N.Y.C.—keeps 15 overseas sales small exporter’s spectacular $350,000 in- 
Tease j >. © i< Vvear : i x re. 

agents up to date on constantly ‘Tse sales this year. Savings on r¢ 

? 4 i 4. 4° typing alone paid for Verifax Copier in 
changing prices and additions to .7* < 

: . just 3 weeks. 

automotive parts lines. 

Valuable tips for boss and secretary — 
based on experiences of thousands of 
Verifax users—are described in new free 
booklet giving full details on this sensa- 
tional $240 machine. 


For example, 15 Verifax copies of a 
manufacturer's catalog page are made on 
prepunched paper in less than 5 minutes. 
These photo-exact copies cost just 2¢ 
each... are made under full room light 
with this completely different copier. Price quoted is subject to change without notice, 


MAIL COUPON TODAY ——-————— Pig 


Eastman Kodak Company, Business Photo-Methods Division 
343 State Street, Rochester 4, N. Y. 


Please send free copy of “Verifax Copying — 213 
New Time-Saver, New Idea for Every Office.” 
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MAIL 
THIS COUPON TODAY 


for your free copy of 


“How to Get GREATER SERVICE 
AND VALUE from your RECORDS 
& LETTERS” 


L. L. BROWN PAPER CO., ADAMS, MASS. 
Please send me FREE copy of “How To Get Greater 
Service and Value From Your Records and Letters.” 
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Company 





Street = 
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Please Print Plainly 





A Guide to 
BETTER RECORDS 


and 


IMPRESSIVE LETTERS 


Here is a comprehensive resume of 
essential facts that will help you to 
more efficient paper selection. It is yours 
for the asking. 


With this handy guide, amply illustrated 
and simply written, you will be better 
able to 


Judge poper properties and their valve. 


Determine the effect of paper prices on 
total record or letter costs. 


Get correct, most economical grade for 
each specific need. 


Choose papers of permanence, durability, 
prestige. 


If you use, select or buy record or letter 
papers, you will find this an invaluable 
guide in making the best choice for all 
of your needs. 


sll 
L.L. BROWN 


Record and Correspondence 


PAPERS 


LEDGERS, BONDS, INDEX 
BRISTOLS & LINENS 
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for institute 


usage. 


members’ reference and 
Adopted specifications will be 
available through the institute’s national 
headquarters, 1001 Connecticut Ave., 
N.W., Washington 6, D. C. In addi- 
tion, Albert H. Hall, executive vice 


president of the institute, has available 
in his files information and specifications 
on innumerable items submitted by the 


membership from time to time and avail- 
able to the membership on a loan basis. 

In connection with the use of specifi 
cations developed by others, there is one 
precaution which should be exercised. 
Before adopting outside specifications 
to your own use, be certain that the re- 
quirements set forth are compatible with 
the needs of your ageney. 


New Equipment Compels 
Review of Present Procedures 


KENNETH P. MORSE 


President, Office Equipment Manufacturers Institute. 
Executive Vice President and General Manager, 
Standard Register Co., Dayton, Ohio. 


EMBER COMPANIES of the Of- 

fice Equipment Manufacturers In- 

stitute have in common the strong 
sense of a special must in the expand- 
ing U. S. economy of today. That im- 
perative is an answer to the paperwork 
problem. 

A sense of responsibility and of in- 
dustry opportunity is behind the strik- 
ing developments one is seeing on all 
sides, in machinery, methods and equip- 
ment contributing to solution of that 
problem. One can confidently predict 
further and rapid achievements of sci- 
ence in the form of more widely useful 
laborsaving, timesaving tools for the of- 
fice function of business. Appropri- 
ately and wisely applied, these new tools 
and techniques are affording, and will 
increasingly afford, answers to the basic 
and imperative need that confronts the 
economy. 

That need, simply, is to raise the 
general efficiency of the paperwork 
operation that permeates industry, trade 
and services, transportation, communi- 
cation and utilities. Is this a problem? 
Is it important? We might judge that 
best, not by examining any particular 
circumstances or conditions but, by tak- 
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ing the large view. 

We know for one thing (from 1954 
figures) that there are close to 8 mil- 
lion clerical workers in the U. S. In 
1940 there were 4,810,000. In the 
earlier year such workers represented 
10.4% of all employed persons; in 1954 
it was 13%. However, an even more 
significant fact to consider is the pro- 
ductivity of the clerical worker in the 
economy, and for this thought I am in- 
debted to Fortune magazine (October, 
1955). In terms of gross national prod- 
uct, the average typist, file clerk or book- 
keeper in 1940 supplied the clerical help 
needed for the production of $47,000 
worth of goods and services. Today, by 
the same measure, his or her produe- 
tivity is still about $47,000. 

This does not mean that advances 
have not been made in the efficiency of 
clerical workers on given jobs in thou- 
sands of instances. The contrary is, 
of course, a fact. It must be that the 
volume of paperwork has grown faster 
than hourly efficiency and out of pro- 
portion to the growth of the economy. 
No businessman will doubt that state- 
ment. 

Facing the eeconomie facts of life, un- 
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less the clerical worker is equipped and 
enabled to help produce a larger amount 
of the gross national product, it is hard 
to see how he ean share a rising standard 
ot living equal to his fellows on produc 
tion lines or in other activity. Actually, 
the white collar worker today is not in 
the enviable position he formerly en- 
joyed. By the measure of median cash 
income, the clerical worker in 1939 was 
about better off than the semi 
skilled lactory worker. Fourteen years 
later, in 1953, he had been passed in 
earnings by the latter. The factory 
worker had raised his income by 70%, 
the clerical worker by 23% (all present 
day dollars). 


30% 


It is a truism that the factory worke1 
has been aided in that advance by bil 
hons of dollars worth of production 
tools. Industrial productivity has 
played a major part in accelerating the 
rise of total U. S. output of goods and 
services—of national income per man- 
hour. Shall we be content to see 13% 
of our total work force remain static, or 
orow worse off, in terms of living 
standard and purchasing power? Con- 
sidering the key importance of paper- 
work as the nerve System ol 
shall we let this area 
less attractive to ambitious and capable 
men and women, because the work is on 
the whole poorly rewarded ? Help to 
U. S. business in developing the practi- 
cal and constructive answers to these 
rhetorical questions is part of the im- 
perative I mentioned. 


business, 


become less and 


We must take another view of paper- 


work efficiency in relation to the 
economy. If U. S. productivity is to 
continue rising at an accelerating rate 
(now somewhere between 2 and 3% an- 
nually), a number of things will no 
doubt be necessary. One of them cer- 
tainly will be the ability of management 
to manage their own businesses intelli- 
gently and wisely. <A primary factor 
in such management is possession of to- 
tal and current facts on which to base 
decisions and policies—at a time when 
bigger companies, decentralization and 
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collecting, 


increasing complexity are making the 
organizing’ and 
data both more difficult and 
important. Therefore a challenge 
to the office, to the paperwork function, 
is to distill from its routines more com 
plete, more useful and more timely busi- 
than has been known 


digesting ot 
business 


more 


ness information 
betore. 

Greater mechanization of paperwork, 
or data manifestly a 
promising solution to the problem ol 
increasing efficiency. This, to 
Henry Ford II in another context, 
“takes the burden of brute labor off 
men’s and makes the worker a 
the machine to which he is 
assigned. It worker’s dig 
nity. It is good for America because the 
fruits of it are good for everyone in 
volved.” 


processing, Is 


quote 


backs 
manager ot 


raises the 


But let me be quick to say there is 
no one easy, rapid, complete solution ot 
the problem—despite the remarkable de 
velopments excellent applications 
of electronics, together with other ma 
chines of great and practical new capa 
bilities. Office automation must not be 
discounted, it we will interpret the term 
automation practically, as technological 
progress toward relieving the human 
hand and mind of all those dreary ele- 
ments of clerical work that can be per 
formed with the aid of better office ma 
chinery, equipment, furniture, supplies 
and devices, automatically. 


and 


Progress in paperwork efficiency is 
being made, and it will faster, 
through intelligent attention to the issue 
by top and through as 
siduous, proficient work by many people 
in many ways. 
made in many companies who have un 
derstood and correctly applied the prin 
ciples and techniques of work simplifi 
cation to this area of their operations. 
The successful programs are focusing 
special know-how of participants on in 
numerable job improvement studies. The 
total timesaving and laborsaving effects, 
the improvements in paper communica- 
page 143) 


come 
management 


Great strides have been 


Continued on 
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Duplex Electric Model 912 ED— (Iilustrated) 
features extra ‘Memory’ Register, 
Automatic Accumulation, Subtraction 

and ‘Full Cent’ but represents no 

greater investment than other 

ordinary single register machines. 


- RAPID ADDERS Pius Computing 


Machines, Inc. 
-HAND OPERATED CALCULATORS . 
é 5 Beekman Street, New York 38, N. Y. 


~ SIMPLEX ELECTRIC CALCULATORS Telephone REctor 2-0045 


he ali 5 Beckman St N36, 8. 
CALCULATORS 


Without obligation: 
[] Please arrange free demonstration in my office. 


[] Please send complete literature on your line 
of PLUS equipment. 


Name 





Company. 
Address. ——— 








__Zone. State 


| 
| 
| 
| 
| 
| 
| 
L. 


For More Information Circle No. 148 
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Small Businessmen, Too, 
Need Office Machines 


A. B. CARRUTHERS 


President, Office Appliance & Business Equipment Trades Assn., 


London, England. 


Manager, Addressograph-Multigraph, Ltd., London. 


HERE HAS BEEN a great 
published in Britain recently on the 
subject of automation. Much of it 


deal 


has interred that we shall shortly emerge 


into an automatic age quite suddenly, 
as though we had just crashed the sound 
barrier. All we have learned the hard 
way about management will 
and outdated. Like so many kids arriv 
ing at a new shall have to 
start again. 


be useless 
school, we 


The facts of the matter are, ot course, 
different. The steady improvement of 
mechanieéal developments has been con- 
tinuously lowering the barrier between 
manual and automatic fulfillment of of- 
hee routine. As I see 
developments ar 
mareh into the 
make 


exacting. 


it, these electronic 
make the 
future more exciting and 
demands on 


roing’ to 
management more 
To reap the greatest advan 
shall have to mor 
flexible in our ideas, and the mastery of 
our art will require the assimilation of 
fresh technological knowledge. If we 
this enthusiastically 
then the scope of our activities will be 
marvellously extended. 
The full fruits of automation will bi 
gathered only by a population upgraded 


tages we become 


accept challenge 


from top to bottom in this particular 


skill and understanding, but past ex- 
perience will still be invaluable. Even 
if we cannot make the most of our new 
equipment, we shail still be able to bene- 
fit from it and still need the present 
mechanical devices to help us along. 
In the more distant future, the educa- 


tional problem connected with automatic 
methods will, it is hoped, begin in our 


schools. Meanwhile I believe it is vital 
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that we should, in the office equipment 
industry, do something to help the men 
and women in industry and business who 
are now in their prime. With such an 
aim in mind, my association has al- 
ready taken one small step. It is pro- 
posed to amplify our present exhibition 
program, which seeks to be educational 
promotional, by the 
manual of modern 
section ot ; 


as well as purely 
publication ot a 
business equipment, each 
which is being compiled as objectively 
as possible by selected teams of ex 
perts experienced in the equipment with 
which they will deal. These 
will then be collated by a special edi 
torial committee and first introduced in 
form. All the booklets then be- 
ing collected and made up into a manual 
with a loose leaf cover for the addition 
of further information as developments 
occur. This manual we hope to have 
available very shortly and MacDonald 
& Evans Ltd. are already engaged in 
printing a large proprotion of it. As I 
said earlier, such a step is small in any 
veneral scheme of education 
which we are called upon by this auto- 
mation to envisage, but it is a positive 
one and, I am sure, in the right direc 
tion. 

While undoubtedly there are scores 
of major undertakings willing and eager 
to send top executives to courses at 
training schools run by manufacturers 
of complex machinery, or by technical 
colleges, there are hundreds of heads of 
lesser still regard office 
mechanization as pertaining only to big- 
ger firms and not to their own. We know 


mtinued on page 140) 


sections 


ay voklet 


business 


who 


concerns 
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This red plastic belt is the DICTABELT 
record—exclusive with the Dictaphone 
TIME-MASTER dictating machine. 

DICTABELTS are clearer than ; 
other dictation record. They’re un- 
breakable, light and flexible—can be 
mailed or filed like a letter. The record- 


any 


ing surface is always visible—so you 
can’t lose your place. Dictation can’t be 
accidentally erased. And DICTABELTS 
cost only a few pennies for a day’s 
dictating. 

For more information, contact the 
Dictaphone office in your city. 


DICTAPHONE 


CORPORATION 


E 


ion. 7 The Dictaphone TIME-MASTER Dictating Machine 
snada, write Dictaphone Corporat ‘ 204 Eq East. T t sland tonhor 


Master and [ 
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NDUSTRIAL OUTPUT, productivity 
and of Great 
Britain continue to grow. But govern 
ment expenditure is out of control; it 
manpower, economic 
and labor at 
It is essential to have labor 
The bureaucratic 
and government always have 
diffieulty in becoming’ efficient. 
Government induced inflation 
problems at every turn. 
Births in the United Kingdom 
lowest in 1941. In 1956, fewer will leave 
school than did in 1955 and there will 
he greater desperation amongst em 
ployers. In 1957 and the following 
years we an enormous increase 
and this should 
supply of apprentices, technicians and 


overseas earnings 


eonsumes creates 
difficulties 
leve l. 


to produce 


shortages of 
every 
goods. 
system 
great 


creates 


wert 


shall sec 
of graduates ease the 
managers in due course. 

A characteristic of 1955 
vrowth ol methods organization. Where 


there 


was. the 


was one advertisement 
there are 
such 
introduction 


every Tew 


months, now series of adve1 
tisements fo1 
The data 


processing machines 1s proving exceed 


men, 
and use of 


ingly slow, and we are waiting this year 
for the progress we hoped to achieve ni 
1955. 


on this side of the 


There is no evidence that peopl 
Atlantie are 
than their confreres in the west in doing 
the necessary thinking and preparation 


slows I 


to make use of 
The possibility ol 


only, @.¢., 


these machines. 
listing 
opens up a 


exceptions 
stock shortages, 
vista for management. 

Electronic multipliers have been in 
stalled in inereasing numbers, and 


generally give better results than m«e 


new 
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Britain Enjoys a Period 
Of Greatest Development 


HARRY WARD 


Secretary, Industrial Management Research Assn., 


London, England. 


chanical multipliers. This inereases the 
faith of industry in 
moves towards the use of data process 
kinds. The 
that the high 
speed writing equipment, being designed 


electronics as it 


ing equipment of various 


view commonly held is 


to work with data processing machines, 


may prove even more useful than the 


electronic computer. 
Whilst 


puters, one has to 1 


considering the use ot com 


examine the school 
which has so deteriorated this 
One headmaster stated that the 
modern three R’s 
to mean recreation, rest and relaxation! 
We need to teach people writing, arith 
after they leave 
need to train hun 
people working 
drafting 


training 
century. 
pupil considers the 


metic and geography 
school. There Is a 
dreds ol 
In accounting 


thousands of 


othees, rooms 


and _ laboratories, simple arithmetical 
methods. It is ridiculous to save money 
with high speed equipment whilst the 


minor arithmetical eal 
1] 


snail 


general bulk of 


eulations mn offices becomes more 
expensive. 
In some reographical 


useful. It is an 


training, jig 


easy and 


to lend, to young em 


SaWS are 
pleasant method 
plovees, jig-saws of various parts ol the 


country and the world which they Can 
put together in the family cirele. Su 
prisingly, even senior people who travel 
the country over the world, find the exer 
cise useful. 

The use oft photocopiers provided by 
several makers with a variety of models 
They make a defi 
nite and very real contribution to office 
efficiency. Th 
when 


has proceeded apace, 


and 
develops, but 


economies, speed 


use of microfilm 
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Exclusive: Fully automatic multiplication... 
automatic constant lever...total transfer feature 


The new Victor Mult-O-Matic is the 
only machine with completely auto- 
matic multiplication from one simple 
set of keys. You multiply figures as you 
would write them—only the multipli- 
cand, multiplier and answer are 
printed on tape. No other confusing 
figures or symbols are printed. 
Simplified automatic constant lever 


lets you multiply same figure repeat- 
edly without re-entering each time. 

New total transfer button lets you 
retain a total in the machine so that it 
can be multiplied by another figure. 

Don’t wait. Call for a free tryout! 
Look under “V” for Victor in the add- 
ing machine section in your classified 
phone book . or write 


VICTOR ADDING MACHINE CoO., CHICAGO 18, ILLINOIS 
Victor-McCaskey Limited, Galt, Ontario 


Cosh 


Registers, Business and Industrial Systems, 


Manufacturers of Business Machines, 


Electronic Equipment and Electri-Cars 


New 
Automatic 
Constant 
Lever 


New 
Total Transfer 
Button 


New 

Select-O-Matic 

for Automatic 

For More Information Totaling 
Circle No. 296 




































BORROUGHS 


“CYCLOPS” Swing-Door 


Storage Cabinet 


Takes the eye at a glance 


Words cannot do justice to this new, smart-looking storage cabinet by Borroughs. You must 
see it—open and close the smooth, safe-like, swinging doors—to fully appreciate its outstanding 
beauty, quality and value. You'll see more features than are found in higher priced cabinets. 
See your dealer today. 








Read these features! 


—Central handle with Yale & Towne lock. 

—Enclosed throw-bolt mechanism. 

—Doors swing easily and quietly. 

—Meeting edges of doors are double- 
wall for greater strength. 

—Doors removable if desired. 

—10 screws and 15 minutes put cabinet 
together. Cannot be disassembled 
when locked. 

—Smooth interior—no projecting lugs. 

—No bolt heads on front, ends or back. 

—Shelves adjustable on 1” centers, with- 
out tools. No loose shelf clips. 

—Cabinet constructed of first grade fur- 
niture steel. 

—Baked-on enamel finish. Choice of 5 
colors. 


1 handle 
does the 
work of 2 





PATENT APPLIED FOR 











and here's an “Extra” Borroughs feature for ‘56 
all Borroughs office furniture products now available in 


5 modern colors 


GRAY, DARK GREEN, BROWN, FALL TAN AND SPRING GREEN 
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greets the New Year with a brand new product 


1956 is going to be a big year for Borroughs and its customers. Introducing this new, 
smart line of storage cabinets is only the beginning of new products and innovations that 
you can expect of Borroughs. It’s been very gratifying how enthusiastically Borroughs 
products have alwcys been accepted. Every Borroughs product is, and always will be, an 
excellent value. 


keep your eye on Borroughs in ‘56 


— 


BORROUGHS 
wardrobe 
cabinet 
61802—36"x 78x 18” 
62402—36"x 78x24” 
Holds 12 or more 
heavy coats without 
crowding. Clothes 
hang full length and 

remain clean. 


3 “cyclops” models to choose from 


All 3 styles are convertible, 
with interchangeable interior parts. 


BORROUGHS 
combination 
cabinet 
61803—36’'x78"x 18” 
. 62403—36"'x 78x24” 
BORROUGHS . | 2 | Serves the dual pur- 


. pose cf wardrobe 
storage cabinet and supply cabinet, 


61801—36"x78"x18" 62401—36"x78''x24" 1 eee 
Stores supplies from view in an efficient, conte anil cloth- 
neat and clean manner—plus genuine sai. ing 
security. s : ‘ 


BORROUGHS MANUFACTURING COMPANY 


ry of The American Metal Pr 


3010 NORTH BURDICK dip KALAMAZOO, MICHIGAN 


For More Information Circle No. 144 
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wail . 1; ane 
Willi some suppler enable us to produce 


a dry enlargement cheaply and_ witl 


speed? 
The quality of building in the City of 
London intel 


Was deteriorating in the 


war years. Manynew buildings weregoing 
Hitler’s clearances 
lasted 
14 years, but many enormous new build 
The 
ehar 


up in the west end 
ol great areas in the eity have 
are how 


with its 


rapidly going up. 


facilities for finanee, 





tering of ships, banking, insurance, com 
modity markets and stock exchange will 
be repopulated, concentrated and revivi- 
fied. More will 


increasing traflic congestion. Other 


need to be done to re 
Lieve 
wise London will become as bad as New 
York at rush hours. All 
| Neve! 


lating. 
ce velopme nt in 


this 1s stimu 
was there a time ot more 
this 


every direction in 


country ! 


Cost Planning and Control 
Is Big Management Problem 


CHARLES R. ISRAEL 


President, National Assn. of Cost Accountants. 
Treasurer, Aero Mayflower Transit Co., Indianapolis. 


ROM EARLIEST TIMES to late, 


and, water and aun 


Ol beacons. If 
lar, a 
Was relied upon 


one 

place, near or 
nie sort 
ion. The 
star for then 
Man still needs 


whether 


for guidance to that destinat 
Tl ned W isc Met had a 
beacon 2,000 years ago. 


ouldane ior whatever he does 


for living a life of moral and spiritual 
way to conduct 
his business and derive profit from it. 
briefly those 


business and, mort 


fineness, or for the best 
I would like to consider 
beacons we follow in 
particularly, those which are developed 
industrial ae 
which are needed for 


through tne selence ot 


eounting, some ol 


= 


investment of capital, determination of 


selling prices, expansion ot product 


lines and reduction of costs. 
The first consideration in eapital in 
vestment is the availability of the capi 
tal. Money costs are still rising and 
carrying must be weighed 
against the return on investment. While 
industrial and commercial expansion ar 
now reaching a $30 billion annual rate, 
utilization of facilities and rate of re- 
turn must be given top consideration. 
This calls for accurate forecasting or 


chara S 


106 


trend extrapolation, the 
ruture 
DY projection ot 


predicting of 
economic tactors 
trends. Most de 
confronting us today must 
with the thought 


movements ot 
past 
CISIONS 
necessarily be made 
of the future in mind. 
One of the oldest jobs of the indus 
trial accountant has been the part played 
e determination of product selling 
‘s. The present rate of production 
can produce fatal results to the company 
inaccurate information in this 
having informa 
tion and ignoring it to remain competi 
tive. Multiple product producers often 
feel it two 
lines carry the bulk of the profit load, 
but accurate 
essential if this policy is to be success 
ful. The industrial accountant can fur 
information with 
utilization and raw 


having 


respect, or accurate 


200d business to let one or 


intormation as to costs 1s 


nish valuable respect 


to labor, machine 
material costs. 

At the 
higher eosts tor 
materials and labor. Expansion of pro- 
duction to spread unit costs will furnish 
part of the answer, if we have avail 
able the additional workers and if the 


(Continued on page 136) 


time we are tacing 
money, raw 


present 
borrowed 
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Sa 


cocccccee to visit the oN E W 
MOQOOE K N 
HOME 


a Fotms ine. 


You will see how our plant layout 
promotes maximum efficiency. 


You will see the latest high speed, 
precision presses, punching, perforat- 
ing, folding, and collating machines. 


You will know why we guarantee 
“Better Service”. Then you will under- 
stand why it pays to deal direct with 
\F/ ies camumeaed the manufacturer. The ‘red-carpet’ 


BETTER SERVICE is out. 


° EASTON RD. (Rt. 611) 

OCA (NC. & PENNA. TURNPIKE 
Phone: Willow Grove 4000 

Phila. Phone: Livingston 8-6300 





OFFICES IN NEW YORK, TRENTON, ALLENTOWN, LANCASTER, WILMINGTON 





For More Information Circle No. 102 
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Insist On A Demonstration: 





YO/L/L/A/ M/A, 


—$f— 


¢eouwetstcateoees 


a From LOW COST 
BEFORE YOU BUY — OR ARE SOLD [AXLE xan 


F.0.B. Wayne, rohMell (el ol {<1 


ANY OFFICE COLLATING MACHINE New Jersey 





People in business, people you know, 
who have tusseled with the problem 
of collating for years, are ASTON- 
ISHED at the effortless operation of 
the NEW electric COLLAMATIC. 


It can be your pleasure too — to see 
the New COLLAMATIC — to examine 
for yourself, each finely engineered 
feature of the machine, and of its op- 
eration — to experience the touch of 
the Automatic Starter — to see the 
sheets collated in an effortless man- 
ner. 


; Model 1200 Console 
It can be our pleasure to bring effort- 
less electrical collating to your office. -\ 
Py AUTOMATIC STARTER — Simply 


Write TODAY for a demonstration or touch to collate. 


additional information. 
’ SX MAGICFEED ROLLERS = — Insure 
ZA : 


positive feed even to last 
sheet. 


ih FLEXIBILITY OF LINE — Your in- 
| me creased requirements pro- 
vided for by simply add- 


ing Units. 


Dealers from Coast to Coast 


102-1 State Highway 23 = 
Wayne, New Jersey 


—— 
: o <4 BIN CAPACITY — A full ream 
MOuntain View 8-2900 a 


— REQUEST YOUR DEMONSTRATION TODAY 
[] Please arrange a demonstration for [] Please forward literature to 


Name 





Firm 





Street 





City State 


For More Information Circle No. 257 














Internal Auditing Viewed 
In Its Proper Perspective 


FRANK W. LENNON 


President, Institute of Internal Auditors. 
Assistant General Auditor, Pure Oil Co., Chicago. 


NTERNAL AUDITING, a 

and appraisal funetion 

within a company by its own em- 
ployees, has been gaining momentum 
since the early part of the century. To 
appreciate this growth one must follow 
the trend of accounting, for it is one 
ot the primary areas in which the audit 
function is exercised. 

Accounting, as we all know, goes back 
several centuries. Its utility was en- 
hanced with the Industrial Revolution, 
hut the full impact of its significance 
did not ecome about until the beginning 
ot our present century. 

The great strides that have been made 
in seientifie research, the development of 
mass production systems in industry, 
and the extent of greater government 
influence in the affairs of business 
through taxation and regulation during 
the past 50 years, have resulted in over- 
whelming demands on the accounting 
function. This tremendous expansion, 
with its consequent decentralization of 
physical properties and management, 
made it extremely difficult for the 
echelon at the top to maintain the con- 
trol and knowledge of operations that 
were necessary for effective and sound 
administration. It was during this peri 
od that accounting came to the fore- 
eround and became one of the most 
effective tools in management control. 

Many other controls, although not an 
integral part of the accounting system, 
have also been established by manage- 
ment to wateh and direct operations 
along sound and profitable lines. These 
many controls constantly need to be 
evaluated and appraised in the light of 


review 
pertormed 
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current operating conditions. — It 

this area of appraising control that we 
find the role of the internal auditor 
functioning in the proper perspective. 
In defining the internal audit function 
we say, “It is the independent appraisal 
activity within an organization for the 
review otf the accounting, financial and 
other operations as a basis for protee- 
tive and constructive service to manage- 
ment. It is a type of control which 
functions by measuring and evaluating 
the effectiveness of other types of con- 
trol. It deals primarily with accounting 
and financial matters, but it may also 
properly deal with matters of an operat- 
ing nature.” 

Jecause a great part of the internal 
auditor’s work is in the accounting and 
treasury areas, a common belief is that 
he is performing a strictly protective 
function by verification, quite similar to 
that done by the public accountant, ex- 
cept that his examination is in greater 
detail. This conception is erroneous, 
and such error can be fully appreciated 
only when one understands the differ- 
ence in the perspective of internal 
versus external auditing. 

In external auditing assignments 
covering companies that have an inter- 
nal audit staff, the primary objective of 
the public accountant’s examination is 
to place him in a position to give an 
opinion concerning the financial state- 
ments. He will only concern himself 
with those controls that have a bearing 
on safeguarding the assets of the busi 
ness and of affording a check on the ac- 
curacy and the reliability of accounting 

(Continued on page 235) 








Full Educational Program 
Helps Banks Fight Fraud 


ROBERT F. GOODWIN 


President, National Assn. of Bank Auditors & Controllers. 
Controller, Wachovia Bank & Trust Co., Winston-Salem, N. C. 


OR 23 


bank 


YEARS the 


auditors and 


ellorts ol 
controllers hi: 

combined in 
ering education for 
These 
ing over 5,600 banks from all over the 


United NABAC. Their en 


thusiasm, initiative and cooperation art 


conducting researe 


Tost 


safer and mor 
efficient banking. men, represent 


states, are 


responsible for the association’s growth 
NABAC’s 
aimed at one enemy: bank 
dec lared 


and accomplishments. All of 
activities are 
fraud. The 
war on this menace. 
Its ammunition is information: 
stressing the need for bank audits, con 
trols and improved internal operations. 
This educational 
the association’s 154 
Their monthly meetings feature the in 
terchange ot | 


association has 
Its weapon 1s edu 


eation. 


program starts with 
local conterences 


ideas through discussion 
Many 
loeal eonterences have established sem 
held 


period ol 


sessions, addresses and panels. 


nars which, in effect, are schools, 
yearly and covermg in a 
several months all phases of basie bank 
audit Others have adopted 


full-day audit and control clinics which 


practices. 


concentrate in one-day meetings much 
of the control information otherwis« 
learned only after years of experience. 

The association’s program ol counsel 


and aid to any bank in establishing a 


control program is discussed in a book 
let. Here LS the Ke y to Inte rnal ( ontrols, 


that was mailed to every bank in the 
country early in 1954. Under this pro 
gram, any interested bank has only to 
appoint a control officer and contact 
NABAC headquarters stating the con- 
trol officer’s name and that the bank is 
interested in the program. The control 
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officer 1s then invited to NABAC head 
quarters tor a two-day meeting with the 
technical staff to 


the tormation of a 


association's discuss 
tailor-made control 
for this 


Ss nothine to buy. 


The re 1s no charge 
There 
Representatives from the smallest to 
the largest banks are instructed in the 
latest development in bank control and 
NABAC’s five 


year. 


program, 


sSeTV1Ce, 


working 
In the spring 
there are the four regional meetings, and 
held every 


operations at 
conventions every 
the national convention is 
autumn. 

The NABAC School for Bank Audi 
tors and Controllers, established at the 
University of Wisconsin in 1953, is the 
fourth phase of NABAC’s edueational 
program. This three-year school gradu 
ated its first class last summer and this 
year it will have its full complement of 
300 students. Bankers attending th 
school for two weeks each summer study 
bank accounting in their first year; bank 
auditing their year; and bank 
controls during their final year. 

The NABAC School Foundation was 
May 1955 for the pur 
receiving and setting to use 
funds for developing and offering edu 
cational opportunities to individuals in 
terested in the science of bank auditing 
and controllership ; to conduct research 
and foster education for better account- 
ing methods, improved operating tech 
niques, improvement of personnel ad 
ministration, and the advancement in 
any other manner of the vocation of 
bank auditing and controllership. 

Supplementing the education pro- 
gram is the Auditgram, the association’s 


second 


incorporated in 


pose ol 
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A few of the dozens 
of popular Revelation ( 
premiums —e 


| 











ODOR-BAN ASH TRAY 


5” diameter; a touch il ———————— 

f a finger drops | 

butts and odors to | POCKET GUARD 

the bottom. Protects shirt pock 
LIFETIME LIGHTER ets from wear and 


§ in; and Jjisplays 
Guaranteed for a stain ae pclded abby 


lifetime; features creminuntiy. ssageé 
permanent wick; 

windproof construc- 

tion; greater fuel 

capacity. 


PASS CASE 

i with money com- 

334 x 6! closed. partment; 16 
Holds papers, money, transparent win- 


POCKET SECRETARY 


letters plus large re- dows; 2 extra pockets 
placeable memo pad. for memos, stamps, 
keys, etc. 


Revelation RETRACTABLE LIQUILEAD PENCIL 


Be among the first to offer this sensation—the newest thing since the ball-point 
pen hit the market! Writes a clean, non-smudge pencil line BUT there are 
no points to break or to sharpen, no leads to replace. Erases easily! Liqui- 
lead cartridge and eraser may be replaced; and an ink cartridge may be 
substituted at any time. Features push-button retractable point! 


REVE LATION Plastics, Inc. 


74 Washington Street, New York 6,N. Y. Digby 4-3260 Dept. NIN 


For More Information Circle No. 154 
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monthly magazine which is actually a 
modern banking textbook with a eircu- 
lation in excess of 8,000. It reports new 
banking developments, findings of com 
missions and committee studies, and re 
views time and work saving methods. 
In addition, the continu- 
ally better 
con 


this 


association is 
conducting research on 
methods of accounting, auditing, 
trol and operations. The result of 
research is distributed to NABAC 


bye rs 1h the 


mem 


torm ol books and manuals. 


reference files on over 150 
are maintained at NABAC 
headquarters in files 
may be borrowed for two-week periods 
by any member. Headquarters also has 
a technical library for members. 

Education is the foundation for the 
stability and future growth of banking. 
Realizing this; NABAC has devoted its 
entire operation to helping bankers 
realize the better the audit and control | 
the sater the bank 


Technical 
subjects 


Chicago. These 


use ot 


Business Doesn't Lag ina 
Presidential Election Year 


PAUL J. VIALL 


President, National Assn. of Credit Men. 
Treasurer, Chattanooga Medicine Co., Chattanooga, Tenn. 


REDIT MANAGEMENT 
an increasingly important Lunction 
in the procedures and 
ottice operations to meet the demands fo1 
reduction and time 
gFrowing competition aS we usher in the 


will have 


shaping ot 


cost Saving in our 
automation and electronics. This 
tunction of the credit executive 
pletely compatible with the overall role 
ot eredit today; to contribute 


age ol 


is com 


agegres 
sively to his company’s sound sales vol 
ume. His training and outlook, the 
financial tools with which he works, his 
immediate with 
actual and potential, and many other 
that go into effective control ot 
his area of service, all fit him to help 
formulate major This fact 
will itselt apparent 
in automative developments. 

“Tt is the credit executive who will 
make the electrical thinker, think.” This 
pertinent observation was made by 
Harry J. Delaney, vice president of 
John P. Maguire & Co., New York, ad 
dressing New England eredit leaders. 
“In the next decade scientists no doubt 
will perfect magnetic impulses stored in 


contacts customers, 


factors 


policies. 


increasingly 


make 
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the electric brain which will be capable 
ot turning out prodigious amounts of in- 
about trial inven- 
tories and profit and loss material.” Out 
changes in analytical pro 
which is a part of our credit 
eredit and 
“able to speed up their investi 
vations so that current information will 
the credit man’s file before he 
‘Jack Robinson’. However, the 
executives will be the 
feed in the formulas.” 
Whatever the mechanical 
credit evaluations will 
upon than financial state 
important as are the latter. 
Character and capacity will be even more 
important in the judgment of credit 
worthiness, factors abundantly attested 
histories in the publication, 
Credit and Financial Management. 
Parenthetically, people, whether con 
sidered individually or collectively, are 
the controlling influence in all that we 
do. Every person of responsibility is 
about our Many 
are optimistic, some are pessimistic, and 


formation balances, 
ot the great 
cedure, 
associations 


work, agencies 


will be 


be in 
can say 
credit ones to 
wizardry, 
continue to be 
made 
ments, 


more 


l 
DV case 


concerned economy. 
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She’s heard that ‘America does business on Nekoosa 
Bond.”’ Now she knows why. Her typing looks crisp 
and clear, her letters are a joy to behold and erasing 
just doesn’t show. 


Why not make Nekoosa Bond your paper choice, 
too! Get all the prestige of a famous watermark— 
plus distinctive appearance and unusual durability. 
Your printer or Nekoosa paper merchant has it in 
your choice of a dozen colors—for letterheads, en- 
velopes and most of your other business forms. 


Nekoosa Bond ® Nekoosa Ledger ® Nekoosa Duplicator 
Nekoosa Mimeo ® Nekoosa Manifold ® Nekoosa Offset 
Nekoosa Master-Lucent ® Nekoosa Opaque 
and companion ARDOR Papers 
NEKOOSA-EDWARDS PAPER COMPANY @ PORT EDWARDS, WISCONSIN 
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brings you a 
oreat new dictating-transcribing 








machine for only *169°°!" 


“2-<way” Stenorette 


Here’s the dictating-transcribing 
equipment every office, every busi- 
ness, every professional man—large 
and small—needs! And ata cost that’s 
less than half the price of comparable 
equipment of other leading makes. 
Never before has there been a modern 
low-cost machine that gives so much 
dictating and transcribing efficiency 

. with such ease of operation. No 
longer need any one do without the 
convenience and economy of the 
dictating equipment they’ve always 
wanted. 


NOW YOU CAN SELL THE FINEST 
DICTATING-TRANSCRIBING MA- 
CHINE AT A PRICE THAT MAKES 
SENSE! New “2-Way” STENOR- 
ETTE is the finest machine of its 
kind ever built . . . proven by over 
200,000 users all over the world. Its 


quality stands up! Its operating ex- 
pense is practically nil. (For instance, 
re-use the same recording tape over 
and over again indefinitely.) The 
magnetic tape reproduces sound with 
natural clarity. Here in a compact, 
portable dictating-transcribing 
machine is real push-button efficiency. 
STENORETTE gives positive index- 
ing, 30 minutes of recording, instan- 
taneous playback, automatic error 
eraser and many more features... 
more features than any other! 


NO FINER DICTATING EQUIPMENT! 
Behind the matchless performance of 
the sensational new STENORETTE 
is the famous DeJUR reputation for 
precision electronic equipment of top- 
most quality ...a reputation of 30 
years’ standing. STENORETTE does 
every dictating-transcribing job... 








'® 


as well as any, better than most... and 
the DeJUR precision engineering 
background guarantees your satis- 
faction. 


NEW SALES POLICY MAKES LOW- 
PRICE POSSIBLE! STENORETTE is 
sold only through established franchised 
dealers. STENORETTE buyers pay 
only for the machine and reliable re- 
tailer service. You don’t pay a cent 


You're Always Sure With 


Over 200,000 Satisfied Users 
All Over the World! 


MAIL COUPON TODAY FOR FULL DETAILS 


For More Information Circle No. 145 





for an expensive door-to-door sales 
setup. See STENORETTE—with 
the most modern dictating machine 
features available. 

*F.E.T. EXTRA. Transcribing accessories 


at a small additional charge. Fair traded 
and price maintained for your protection. 
TO DEALERS! Your area may still be 
open for the valuable DeJUR Stenorette 


franchise... write, wire, or phone for 
full details. 


Business Equipment Division, Dept. O-1 


DeJUR-AMSCO CORPORATION 
45-01 Northern Bivd. 


Long Island City 1, N.Y. 


Gentlemen: 


Please send me complete information on 
the new DeJUR “2-Way” Stenorette. 


a 
COMPANY 
ADDRESS 


oO 


ieee | 











many are searching for the answer; but 
all are concerned and rightly so. That 
is a good omen because the turns that 
our economy takes will depend mor 
upon the intelligence, moral character 
and informed action of our people than 
has been the case in any past period. 

We all know that our economy is at 
the highest point in history and, because 
ot that awareness, some are wondering 
if we are in a situation similar to 1929. 
Our present economy in no way re 
sembles that of 1929 and nothing of the 
sort 1s in prospect—certainly not if 
people behave as they are expected to 
behave. Furthermore, this is a presi 
dential election year and a_ political 
economy can be depended upon to take 
steps to avert any lag in progress, even 
though some of those steps may not be 
sound eredit-wise. 

Three tremendous fundamental facts 
distinguish our economy from that of 
any other major nation. Competition 
under our free enterprise system tends 
to keep quality up and prices down. 
Obsolescence of style or utility of any 
of the things we make and sell causes 
the American public to discard and re 
place, whereas in other countries, by 
and large, everything is used until it is 
worn out. America’s extensive use of 
consumer credit to merchandise more 
and better products has been the one 
great development that has made pos- 
sible the fabulous rise of our standard 
of living. 

We are in a period of inflationary 
pressure. It will be controlled if we 
exercise the sound judgment of which 
we are capable in the management of 
However, 

because 


our personal responsibilities. 

we should never forget that, 
people are people, there will always be 
areas of distress and periods of adjust- 
ment. Progress is never in a straight 
line. There are fluctuations that make 
it a jagged, irregular movement. Pres 
ently the direction of that movement 1s 
upward, and upward it should continue 
with the maturity of our management, 
the skill of our labor, the equipment ot 
our plants and the prospect of continued 
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inerease in our population. 

Awareness by top management of the 
credit contribution to that 
sound business progression was demon- 
strated unanimously by a canvass of 
opinions at a recent gathering of the 
board of directors of the National Assn. 
of Credit Men. These company presi- 
dents and other top officers and credit 
officials represent 30 different areas ot 
Henry H. Heimann, execu 
tive vice president and authority on eco 
nomics, reported in his Monthly Busi- 
for December: “Two-thirds 
indicated that top officials were showing 
much better appreciation of the con 
structive factor of a sound credit pro 
gram to their companies, and the other 
third said the credit department had at 
all times been considered by top man 
agement as a very constructive factor 
in business policy management and in 


selling.” 


executive’s 


business. 


» * 
ness Revieu 


A key to credit’s position on the sell 
ing team of a company, and therefore 
as a profit gainer in office efficiency, is 
the definition of the modern eredit 
executive as “a financial man with a mer 
chant’s point of view.” 

In his best seller (more than a quar 
ter million copies), The Credit Side of 
Edwin B. Moran, NACM vice 
president and past president of the Chi 
Sales Executives Club, tells the 
salesman, “Your credit department 1s an 
ever-present foree in helping you build 
for the future. Progressive management 
today requires the closest cooperation be 
tween the credit manager and the sales 
man; credit and are being ¢o 
ordinated as never before; frequent con 
sultations and between 
those in sales and those in eredits are 
necessary 11 prospe! 
and grow.” 

Why? 
position to obtain and pass along valu 
able information which will help his 
credit department to better help him,” 
and, correlatively, “the credit manager 
not only can warn the salesman of an 
unfavorable trend or approaching finan 


‘27 
selling, 


cago 


sales 
conterences 
the business is to 


Beeause “a salesman is in a 
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THE NEW 
THOMAS COLLATING 
COST CALCULATOR 


Now schedule collating jobs and operating 
personnel with the highest possible efficiency! 
Here’s an easy, fast and accu- 
rate method to take the guess 
work out of any collating as- 


Whether you do a lot of col- 
lating or just a little 
whether you collate by hand 


signment. Now, for the first 
time, you can tell in a jiffy just 
how long it will take, how 
much ‘it will cost, and what is 
the quickest and least expen- 
sive way to do the job. 


or with a Thomas Collator, 
this new cost calculator is 
sure to be a real help! Fill out 
the coupon below and mail 
today for your free calcula- 
tor. No obligation, of course! 


-=- CLIP OUT AND MAIL NOW! -~~-~ 


Thomas Collators Inc., Dept. B, 
50 Church St., N.Y.C. 7, N.Y. 


Please RUSH me: 
{-] FREE Thomas Collating Cost Calculator 
[-] FREE Brechure on new Thomas Collators. 


a 
(elnsovs : a 


More In Use Than All 
Other Makes Combined 





COMPANY 





165 SALES & SERVICE OFFICES 
COAST-TO-COAST 
AND CANADA 


ADDRESS 
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Your present cards can be 
filed in ROLLINDEX 
without modification. 
The capacity of a standard 
ROLLINDEX unit 
irom 3,000 to 24,000 
standard cards. 
Non-standard card : docu- 
ments, ctc., 

easily and safely 
ROLLINDEX. 
ROLLINDEX is built ir 
I to 5 wheel units and bat 
teries can be install 
provide any capacity. 

A unique and ingeniou 
device prevents the cards 
trom falling out of posit 
when the wheel rotates, 
this is achieved w 

belt, punch or magnet. 
Please ask for the complete 
specification of this new 
machine. 


ROLLINDEX 


“ 
an 
Z_ 


( VD e 
/ G4 
ROTARY FILING SYSTEM 


COLUMBIA 
20, RUE THEODORE-DECK, PARIS (XVe), FRANCE 
TELEPHONE: LECOURBE 46-57 
For More Information Circle No. 196 
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cial danger, but ean also inform him 
of an improving financial condition or 
improvement in the customer’s manner 
of meeting payments.” 

Countless businesses prospering today 
owe their open doors to credit executives 
who, on a cheerless earlier day, made a 
personal visit to the account and helped 
them not only to put their house in order 
but develop profit-orders for both the 
house and the supplier. How? From 
a few actual experience reports: by 
setting up a progress cost accounting 
system; developing a buying schedule 
ratioed to the preceding year’s sales 
figures; instituting a trust mortgage plan 
to be satisfied as new merchandise pur- 
regular terms steadily in- 
creased; planning a limited installment 
payment schedule; setting up records 
in the purchasing department to con- 


chases on 


‘ 


trol inventory and establishing a modern 
credit department; selling the losing 
side of the business and eoncentrating 
on the positive potential; and so on. 
The thread that runs through all these 
and sews the design of modern 
eredit operation is selling: helping the 
company to help itself and the supplier. 

For the first time in our history we 
have gone through a postwar period 
without drastic readjustment. There 
will be adjustments and there must be, 
beeause from time to time our economy 
must settle down for a breathing spell. 
In that period, the business that finds 
the going rough will find the credit 
executive in the front line, helping dig 
the defense trench to weather the finan- 
cial storm wave, then leading the busi- 
ness forward to sound and_ profitable 
operation. 


eases 


Standardize Supplies for 
Centralized Purchasing 


A. W. SOELL 


President, National Assn. of Purchasing Agents. 
Gaylord Container Corp., St. Louis, Mo. 


NE OF THE MAJOR objectives of 

the National Assn. of Purchasing 

Agents is the creation of greater in- 
terest, on the part of purchasing execu- 
tives, in standardizing procurement 
policies within their organizations. 
Standardization is a tool with tre- 
mendous potential in every area of pro- 
curement. It has been used with out- 
standing results in the development of 
modern purchasing and production pro- 
yrams. 

Stationery and office supplies in most 
companies, even where the dollar vol- 
ume is comparatively small as 
pared to other major operating sup 
plies, is one area where redue 
tion in can be achieved through 
the use of standardization and simplifi- 


com 


great 


costs 
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cation. A very important function of a 
centralized purchasing department is to 
meet the stationery and office supply re- 
quirements of the many plants, depart- 
ments and offices of a large corporation. 
An overall plan for supply should 
be developed and instituted with a great 
deal of care to insure that all facets re- 
ceive full evaluation and consideration 
in their normal sequence and relation- 
ship. In addition to standardization 
and simplification, emphasis must be 
placed on method and eyele of requisi- 
tioning, inventory control and ecumula- 
tion for volume buying. To organize 
such a plan, someone with experience 
and ability must be selected to take over 
and assume the responsibility. 
(Continued on page 146) 








What the Schools Now 
Require from Business 


E. C. McGILL 


President, United Business Education Assn. (National Education Assn.) 
Head, Dept. of Business and Business Education, 
Kansas State Teachers College, Emporia. 


USINESS FIRMS in the United 
States have prepared literally thou 
sands of different pleces ol printed 
labeled as educational material 
also prepared hundreds of 
strips 


matter 
They have 
films and _ film 
available to educational authorities, and 
have given tre« ly of the time and serv 
their 
speakers and consultants in schools and 


which are made 


Ices ol business leaders as 


educational conferences. Business has 
spent tremendous sums of money in the 
preparation of materials intended for 
educational purposes. Businessmen havi 
given freely of time, money and equip 
ment in the interest of education. 
Perhaps, since business firms are will 
education so generously, 


ASSIST 


ing to 


there is a need for more planning anc 


| 
closer cooperation between education and 
] 
| 


business so as to produce edueationa 
materials and develop plans for partici 
education which 
benefits to both partici 
educational 


pation of business in 
will extend the 
pants. Large 
materials now available to education are 
either misused or not 
must be recognized that 
do not know how to use the educational 
have not been properly moti 


amounts ol 
used at all. It 
often teachers 


aids, or 
vated and prepared for their use. 
Business concerns can give much aid 
to education that may be less ex 
pensive to them than the kinds of aids 
Careful planning in the 
preparation of historical material about 
products, service and business organiza 
tions might materials more 
usable. Attention needs to be given to 
vocabulary levels of the groups of stu 
dents to which such material is directed. 


evel 


now given. 


make such 


120 


Educators need to work more closely 


with 
product or services of the business or 


business to learn more about the 
vanization so that such information ¢an 
correlated with educa 
tional help 
education by providing extended oppor 
tunities to both students and edueators 


he more closely 


objectives. Business ean 


valuable practical experience in 
Business also can help edu 


tO Qive 
business. 
cation by helping promote incentive pro 
grams for the underprivileged youth 
especially those with exceptional talents 
families unable to ob 
tain really 
Educators recognize that formal class 


who come trom 


the education needed. 

room preparation cannot provide all of 
the edueational needed to 
help them learn the real truths about 
business and how it operates. The labo- 
ratory of business education needs to be 


( xperrences 


not a classroom make-be- 
lieve situation. The business experience 
that students should be in real 
jobs in business carrying the same re 
sponsibilities as that carried by a regu 
lar employee in a similar position. The 
student internee should be paid a wage 
comparable to that received by any 
other employee-trainee taken into the 
Although the young man or 
woman obtaining laboratory experience 
under the supervision of a business may 
not be needed in that organization as a 
permanent employee at the time he or 
she leaves school, some other business 
man will need a well educated employee. 
Later, the first business may also need 
such an employee who has gained his 


real business 
! 


obtain 


business. 


experience in some other firm. 


(Continued on page 147) 
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S&S 


to keep planes on schedule before they fly 


Operation sheets—purchase specifications 
—manufacturing and assembly schedules. 
These are typical of the paper-work needed 
to keep plane manufacturing moving along 
on schedule. Most of the leading plane 
manufacturers use A. B. Dick duplicating 
products to meet this requirement. 

Of course, it’s quite possible that you are 
not a manufacturer of airplanes. But if you 
have use for clear sharp copies of written 


A. B, DICK @ and AZOGRAPH are registered trademarks of A. B. Dick Compeny 


and typed material, or copies of drawn and 
ruled forms, you will find it worthwhile to 
talk with an A. B. Dick Company Distrib- 
utor. He has full information about all four 
major duplicating processes—mimeograph, 
AZOGRAPH, spirit and offset. You will find 
his name listed under Duplicating Machines 
in the classified section of your phone book. 
Or write A. B. Dick Company, 5700 Touhy 
Avenue, Chicago 31, Illinois. 


m3 A:B:DICK 


THE FIRST NAME IN DUPLICATING 


For More Information Circle No. 165 
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Business Can Help Schools 
Attract Smarter Students 


RUSSELL J. HOSLER 


President, National Business Teachers Assn. 
Chairman, Dept. of Education, University of Wisconsin, Madison. 


HE 58TH CONVENTION of. th 
National Teachers Assn. 
was held in Cincinnati last month. 
The membership of the 
composed ot 
high 
and 
Was, 


Business 


association 1S 
educators from 
schools, private business schools 


business 


I 
colleges. Phi theme 
Business Eduea- 
built around 
present-day prob 
facing educa 
deal of emphasis was 
ever-present challenge: 
business educators do a more 
effective job in preparing young people 
for office occupations ? 

While it is important that our stu- 
dents be well prepared in the skills and 
knowledges necessary for the 
worker, we are well aware of the fact 
that businessmen want employees who 
are well 


convention 
“Challenges in 
tion.” The program 
the more important 
lems or 
tors. A great 
placed on the 
how ean 


was 


business 


Issues 


office 


informed: in general education 
and who have the personal characteris 
ties with 
The 


the convention gave atten 


along well 
the people they come in contact. 
programs ol 


necessary to get 


tion to all of these aspects in the prepa- 


workers tor 
davy’s business offices. 


ration o! positions in to 

With the possible exception of the 
athletic coach, perhaps no segment of 
edueation is evaluated as closely by the 
community as is the program in bust- 
The products of the 
business education program go directly 
from into business offices 
where their preparation is soon put to 
a test. Business 


education. 


ness 
classrooms 
educators are aware 
of the fact that it is impossible to cover 
up weak programs and, likewise, strong 


programs soon hecome known to the 
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employing officials of our students. It 
must be remembered, however, that all 
people do not have the same capacity 
and, consequently, there is a great range 
of abilities and job potentialities of the 
people being prepared for office occupa- 
tions. Frequently, sweeping generaliza 
tions are made with respect to the weak- 
nesses of local school programs on the 
basis of a limited number of people who 
may, by chance, represent those who had 
limited aptitude in the first place. 

One of the greatest problems facing 
business educators is that of attracting 
the better qualified student to the busi 
education Guidance pro 
grams in many schools have improved 
and, consequently, students with higher 
aptitude are being attracted, particu- 
larly to stenographic programs. The 
old stigma of the “commercial” depart- 
ment being the dumping grounds of the 
school still holds in many schools but, 
fortunately, that deplorable situation is 
being improved. 

While we in business education feel 
that we must have students with good 
ability if we are to give businessmen 
the high quality product they want, we 
realize that in a democratic society we 
must also take the less gifted student. 
Many today are developing 
finishing courses in clerical, non-secre- 
tarial for those who may not 
have the aptitude for stenographic work. 
These courses give emphasis to com- 
petency on the typewriter, duplicating, 
computing and transeribing machines. 
The cleneal training courses also give 
preparation in filing and 


ntinued on page 134) 


ness classes. 


schools 


eourses 


othee pro 
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Clean as the cloud she’s walking on 
—new Hammermill Bond 


W HEN cleaner-than-ever Hammermill Bond comes into 
an office, letters start looking better. And secretaries earn 
the kind of praise that makes everyone feel good. 


Hammermill Bond has always been scrubbed cleaner 
than a nurse’s uniform. Now, a Hammermill invention 
(photo at right) gives our fibers an extra “bath,” just 
before they go on the papermaking machines. There, they 
become the paper for the cleanest looking letters and business 
forms you've ever signed 


Hammermill spent four years developing this invention 
and half a million dollars to install it, just to make your 
Hammermill Bond ‘“‘cleaner than clean It's an- 4 


f » 
( 2 . - g ape : \ “ye 
other Hammermill technological advance in paper- Zoya, “Yet 


making that makes Hammermill Bond 1) print \\ ead 
better, 2) ‘ype better, 3) J/ook better. Printers \eesteasy) 
everywhere use Hammermill papers. Many display QZ 
this shield. Hammermill Paper Co., Erie, Pa. 

For More Information Circle No. 393 
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Unit Filing of Microfilm 
Widens Its Applications 


R. W. BATCHELDER 


President, National Microfilm Assn. 
Vice President, Graphic Microfilm Corp., New York. 


UST OVER a quarter of a century 

has passed since the late George L. 

McCarthy, former president of Re- 
cordak Corp., conceived the idea of 
photographing cancelled checks in the 
media of microfilm. This original mi- 
crofilming was done with a homemade 
camera and offered the banking indus- 
try the first truly indisputable evidence 
that returned cancelled cheeks had been 
paid. 

Thus came about the beginning of a 
business tool which today is a multi- 
million dollar industry. The National 
Microfilm Assn. proudly points to the 
fact that there is today no city or town 
in our country where microfilming equip- 
ment or service may not be had. 

Basic microfilm in roll form has been 
widely and well accepted by business 
for protection of irreplacable records, 
as well as for the compression of over- 
voluminous files. Hundreds of specialty 
roll microfilm systems are now a com- 
mon everyday office routine. Our na- 
tion’s banks, many federal and _ state 
governmental agencies, the vast insur- 
ance field, department stores and indus- 
tries by the score have woven their own 
specialized roll microfilm systems into 
their daily operations. 

The progress of better systems in 
business offices is eternal, and microfilm 
is no exception. Since World War II, 
and more specifically during the past 
three to four years, the most significant 
progress and trend in the microfilm 
industry has been that toward unitiza- 
tion. The development of various sys- 
tems of unitizing film by individual 
frame or file has provided a means for 


incorporating the advantages of roll 
microfilm:as a record medium with the 
accessibility of card filing systems, mak- 
ing it practical for truly active use. 
The more technical details of the story 
of unitized microfilm begins with the 
aperture card which can best be visual 
ized as a standard file card with a 
window-like hole punched in it, into 
which there is mounted a piece of micro- 
film. This aperture card is a develop- 
ment of the Filmsort Division of Dexter 
Folder Co. and will handle single or 
multiple frames of either 16mm _ or 
35mm microfilm within a single file 
ard, to be used with manual, marginal 
punched or electric accounting machine 
systems. The advantages of being able 
to combine the actual document or file 
with the means of locating are being 
widely recognized and applied through 
out both industry and government. 
Highly indicative of this trend toward 
unitized film is the fact that several 
branches of the government are inaugu- 
rating systems for the mechanized han- 
dling of engineering drawings, of which 
the aperture card is the core. Drawings 
are microfilmed and mounted in punched 
-ards with identifying data punched into 
the ecard, providing both tremendous 
space savings and improvement of find 
ing methods, particularly important fac- 
tors where volume of drawings runs 
into millions. Numerous methods have 
been and are being perfected for the 
paper print reproduction of microfilmed 
documents, in either original or reduced 
size, direct from the film when copies 
are needed for reference purposes. 
(Continued on page 220) 
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CHARLES F. NOYES CO., INC. 


World's largest real estate 
management firm 


es 


Waltonals save us 53% annually on our investment.” 


— CHARLES F. NOYES CO., INC., New York, N. Y. 


“We manage property valued at $350,000,000—a job that 
calls for a fast and flexible system ‘of maintaining records. 
The world’s largest real estate management firm, we also 
operate one of the largest real estate brokerage businesses. 
“We are particularly pleased with our National Account- 
ing Machines—not only because they help us maintain 
peak production efficiency, but also by their remarkable oper- 
ating economy. They save us $28,000 a year, an annual return 
of more than 53% of our 
investment. Operators like Cc Tee > 
Nationals because they get more acame 
done with less time a effort.”’ Chairman of the Board 


THE NATIONAL CASH REGISTER COMPANY, barron 9, on10 


977 OFFICES -IN 94 COUNTRIES 


For More Information Circle No. 
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In your business, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit. 
Your nearby National man will 
gladly show you how. Or write to 
us at Dayton 9, Obio. 


*TRACE MARK REG U.S. PAT. OFF 
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Of Arms and the Women 
In Today’s Offices 


CASSANDRA D. WATERMAN 


President, National Secretaries Assn. (International). 
Carborundum Co., Niagara Falls, N.Y. 


HE WAR IS ON! In the modern 

office it is being waged constantly 

and vigorously, without retreat, with- 
out let-up, with victory always in sight. 
That it is a victory which is never com- 
pletely won only makes the battle the 
more vigorous and the more invigorat 
ing. Every partial victory brings the 
greatest reward the victor can strive 
for — time. Every new weapon in 
creases the chance for temporary vic- 
tory and, at the same time, moves final 
victory still further beyond attainment. 
It is a battle for time and a battle 
against time. It is an age-old battle; 
only the weapons are new. As always, 
the army which is best equipped with 
the latest in weapons and ammunition 
has the greatest chance for victory, pro- 
vided those who use the weapons are 
skilled in their use and ever alert to 
wider use and fuller refinements. 

The battlefield is today’s office. 
weapons for both defense and 
are modern machines, modern supplies, 
modern furniture, modern lighting, 
modern methods and procedures, modern 
management and modern work habits. 

The army is the office foree—the peo 
ple who direct the use of the weapons 
provided to bring about the greatest pos 
sible productivity, in the least possible 
time, with the least possible waste. It 
is the people who will use the new 
equipment made available to them, the 
new techniques and new procedures, for 
increased production with decreased loss 
in time, strength, energy, ability 
morale. 

The army includes the manufacturers 
ot equipment, supplies, tools and aecces- 


The 


offense 


and 


126 


sories. In this army are those who 
train the office staff to use not merely 
the tangible tools of their trade, but th 
intangible native ability, in 
genuity, imagination, enthusiasm, zeal 
for success and pride in accomplish- 
ment, without which the battle for time, 
time, is a 

Among the most important divisions 
of that army are the professional as 
sociations, each of which are engaged 
in the struggle for better use of the 
time allotted to us in equal shares: 24 
hours a day. National Office Manage- 
ment Assn., National Sales Executives 
Clubs, National Assn. of Manufacturers, 
National Assn. of Cost Accountants, 
American Institute of Management, 
American Institute of Accountants, Na- 
Assn. (International ) 

too many to list; too important to be 
discounted. Their members are not 
drafted; they are volunteers, devoting 
many of their precious non-working 
hours to the programs and plans of 
their individual associations to the end 
that their working hours will be more 
productive and, at the same time, less 
time-consuming. They are not auto 
matically equipped with all the weapons 
needed to win this war for time. 

The tangible equipment may be sup- 
plied to them as part of their battle 
gear. The intangibles, which mean 
equally as much, are forged by them- 
They build their morale to the 
point where it cannot be broken down, 
because it is based on individual desire 
to do a professional job at all times, 
though the only evident reward 


tools of 


against losing one. 


tional Secretaries 


selves. 


even 


‘ontinued on page 224) 
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Copy ite’ 


_A NAME RECOGNIZED THE WORLD OVER 


a 


No Other Liquid Duplicator Gives You 
All These Copy-rite Features 


@ Instant starting 
Roller moistening - No priming 
Margi-Set position control with fractional to 
7 line adjustment 
Visible indicator to show “‘setting”’ at all times A complete line of liquid process 


Position changeable even while machine is duplicators including electric 
operating models—from $157.50 to $349.50 
No stencils, gelatin, inks, type or ribbons —all plus tax. F.O.B. Chicago. 
Longer runs and sharper copies in single or 

multi-color 


WOLBER DUPLICATOR AND SUPPLY CO. 
1217 CORTLAND STREET 
CHICAGO 14, ILLINOIS 


For More Information Circle No. 139 
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Depend on ADDO-X to 
perform the thousand and 
one adding, subtracting 

and multiplication jobs each 
day with amazing speed,” 
quietness and smooth action. 
Operators are more relaxed, 
more efficient on ADDO-X 
machines. The STEP-O- 
MATIC lever offers 
calculator performance 
when multiplying. 

Write for descriptive 
literaturet today. 


*At 175 r.p.m. 


+Also on our NEW two register machine. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2821 BEVERLY BLVD 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-224 


For further details mail this advertisement with your letterhead 


For More Information Circle No. 125 
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NMAA Members to Become 
Electronic Accountants 


ROBERT O. CROSS 


President, National Machine Accountants Assn. 
Southern California Edison Co., Los Angeles. 


‘ 


HE ASTOUNDING growth of the 

National Machine Accountants As- 

sociation since its inception in 1951, 
from 500 members to approximately 6,- 
500 members in 1955, certainly indi- 
cates the interest in machine accounting 
problems by machine accountants 
throughout the United States, Canada 
and other countries in various parts of 
the world. 

The majority of the civilized world 
has heard of doctors, lawyers, ac- 
countants and other professional titles. 
They know, in a general way, the work 
performed by such professional men in 
their various capacities. I wonder, how- 


ever, if there are very many laymen who 


know the meaning of the words “ma- 
chine accountant,” and, if they do know 
in a general way, are they familiar with 
the work performed by a machine ac- 
countant in his daily tasks. At the 
present time, I do not know of a defi- 
nition that would completely explain 
the meaning of “machine accountant.” 

During the past ten or 15 years, the 
men and women who have operated 
punched ecard machines have become ex- 
perienced in the operation of many types 
of accounting machines which use 
punched eards as the basis for the re- 
sults. During the past five years, ma- 
chine accountants have read hundreds 
of articles and listened to many speakers 
diseuss electronic computers. Are these 
captions familiar? “Automatic Paper 
Tape Data Process,” “Machine <Ac- 
countants Responsibility to Manage- 
ment in the Data Processing Field,” 
“Mechanized Data Processing Produc- 
tion Control,” “Automation Brings So- 
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cial Changes,” “Preparing for Elec- 
tronic Data Processing,” “Use of Linear 
Programming and Selective Blending 
Studies.” I could, no doubt, list some 
500 more examples of similar articles 
that have been written in the past five 
years. 

I read somewhere that industry will 
spend one billion dollars for electronic 
computers during the next four or five 
years. Certainly there will be an enor- 
mous shortage of well trained personnel 
to program, operate and maintain these 
machines. What are we as machine ac- 
countants going to do about this prob- 
lem? Can we do anything to alleviate 
this very evident shortage of trained per- 
sonnel that will exist in the next five 
years? 

The National Machine Accountants 
Assn. will attempt to do everything pos- 
sible to advise their members as_ to 
where they can obtain knowledge con- 
cerning electronic machines. Machine 
accountants should constantly read ar- 
ticles and operating manuals, attend 
conferences and seminars and, if pos- 
sible, go to schools provided by the 
manufacturers so that they will be ready 
to program and operate electronic com- 
puters. 

When management decides that they 
require an electronic computer, the 
trained machine accountant should have 
the ability to: (1) analyze the com- 
pany’s accounting procedures and de- 
termine the type of electronic computer 
best adaptable for specific accounting 
problems; (2) program the electronic 
computer selected with meticulous de- 


(Continued on page 235) 





Why does this 
empty glove 


promise you 
more work 
per typist 


Two ounces is the weight of this empty glove. 

It takes less weight than this for your 
secretary to depress one key of the new Royal 
Electric. It takes only three ounces for her to 
press down the carriage-return key. 

In fact, it’s 13 times easier for her to do 
these everyday typing operations on a new 
Royal Electric than on a non-electric type- 
writer. Think of the energy she saves! Think 
of the extra quota of work she can do! 

Talk to your Royal Representative. 

When he has the information of secretaries’ 
salaries, days worked per year, hours typed 
per day and increased production, he can tell 
you the savings you may expect to enjoy when 
you change over to new Royal Electrics. 


® 
UY, electric 


standard « portable « roytype® business supplies 
Royal Typewriter Company, Dirision of Roval McBee Corpdration 


For More Information Circle No. 135 
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THE NEW 
READY-MADE 


Duplisette 


SECOND-SHEET & CARBON SET 


for typewritten carbon copies 


Letters and all typewritten matter go fast 
with Duplisette—the wonderful new second- 
sheet and carbon unit! NO more fussing with 
loose carbons! NO collating! NO more smudged 
fingers or dirty letters! 

And you may make as many carbon copies 
as you need at one writing—by simply adding 
Duplisettes. Available in white, canary and 
pink 

Try Duplisette at our expense—once you've 
used these modern time-and-money-savers you 
will never go back to the old fashioned loose- 
carbon method again! 


Another fine product by the manufacturers of 


DISTRIBUTORSHIPS YZ y 
AVAILABLE EE “ BUSINESS FORMS 
CARTERET PRINTING COMPANY 


480 CANAL STREET + NEW YORK 13, N. Y. © WOrth 6-1454 


Please send FREE samples and complete information on your new DUPLISETTE. 
| eee ee 
a, SS ne 
sa 
For More Information Circle No. 174 
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How Tabulating Society 


Serves Its Members 


HAROLD CATTANEA 


President, National Tabulating Management Society. 
American Independent Mutual Casualty Co., Philadelphia. 


T’S A FUNNY THING about lfe—it 
we refuse to accept anything but the 
best, we often get it. Experience has 

shown us we get the best only when we 
train ourselves to do creative thinking 
and ereative research, to bring our minds 
out of the accustomed routines. This is 
one of the many things we own our 
predecessors for bringing the National 
Tabulating Management Society to its 
present lofty position in the field of 
semi-professional organizations over the 
short span of a dozen years. 

Some 12 years ago, a small group of 

farsighted individuals, recognizing the 


need for exchange of ideas and tech- 
niques, met in Philadelphia and formed 


what is now known as the Philadelphia 
‘Chapter of the National Tabulating 
|/Management Society. Their objectives, 
or aims, were to exchange ideas on a 
managerial level. Prior to this time, 
petty business jealousies held back pro- 
yress to an immeasurable degree. Col- 
lective thinking has long since practi- 
eally eliminated such petty practices: 
adding in part, to the more economical 
and efficient funetion of tabulating op- 
erations. 

The power to hold on is characteristic 
of all individuals and organizations who 
have accomplished anything of merit. 
They may lack in some particular, but 
the quality of persistence is never ab- 
sent from success. I am sure you will 
agree the tenacity of purpose, combined 
with loyalty to the aims of the NTMS, 
has made our organization ever stronger 
jin both size and the all important factor 
of quality. Whenever and wherever you 
Yn be, admiration of the qualities out 
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lined above are openly expressed. It 
hasn’t been easy to keep our organiza- 
tion ever onward, particularly when you 
realize we are a non-profit group, oper- 
ating without the benefit of direct or 
indirect subsidation. 

However, many of the obstacles were 
removed by the splendid cooperation of 
the suppliers and, in particular, the ones 
which advertise in Punch. It is this mag- 
azine, more than any other item, which 
facilitates the exchange of ideas so im- 
portant to us. We also believe the 
friendship, mutual discussion and the 
ability to call on fellow members for 
advice or assistance, to be invaluable. 

We believe Punch to be the first and 
finest in the field of machine accounting 
to be prepared by a non-partisan group. 
Even here, at the cost of additional 
revenue, we have been steadfast in our 
aims by limiting the advertising to tab- 
ulating or allied accessories. Such ad- 
vertising is thoroughly sereened to in- 
sure its merit for disbursing to our 
members. 

There many other benefits de- 
rived from membership in our organ- 
ization of which we can be justifiably 
proud. One such benefit is the place- 
ment assistance rendered by the loeal 
chapters. This placement procedure is 
performed without fee and strietly con- 
fidential. Its prime purpose is to help 
tabulating personnel help themselves. 
Another is the edueational program 
which has already received worldwide 
recognition, both by industry and edu- 
cational institutions. This program is 
so flexibly established as to permit its 
operation whenever and wherever it may 
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ORGANIZATION CHARTS | be desired. Classes can be established 


make 


you ean or modity 


You yourself—or any 

designated employee—can de- 

velop, complete and revise perfect organ- 

ization charts without drawing a single 

line. You save the time and cost of a 

professional draftsman. You keep con- 

fidential information crystal clear—but 

confidential. Revisions in minutes. Also 

use the Chart-Pak Method for graphs, 
office and plant layouts, 


Mail this NOW! 


/ Lan 


é "Be 
onan Pak = 


CHART-PAK, INC 

100 Lincoln Ave., Stamford, Conn. Dept. 105A 
Please send me Chart-Pak Method data on 
(_] Office Layouts 
(] Plant Layouts 


[] Organization Charts 
_] Graphic Charts 


Name eo ee Se ae eo 


Company 
Address 
City 


State 


For More Information Circle No. 168 
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| in the most convenient university. All 
certification then is subject to control 
of the university. 

We are not limited to one particular 
line or one type of corporation. Our very 
basis is such that the wide scope cre- 
ates a fresh viewpoint and a more pro- 
gressive approach, with less reluctance 
to change antiquated procedures and 
equipment. 

To me, the local chapter meetings of 
NTMS are laboratories of experimen 
tations. Where else can we be surround- 
ed by friends of equal or better train 
ing in our chosen field to assist us and 
explain the intricacies which face us 
all? Where else can we find a group of 
critics so well qualified to help us sue- 
eeed? To reap the benefits from any 
organization such ours, it not 
enough to be a member; one must be 
a participating individual. You must 
take part, an active part, in the affairs 
of your organization. 

NTMS ean serve you by presenting you 
with the key to a stimulating and pro- 
gressive organization but, to enter and 
partake, you must push open the door. 
Do you have sufficient push to join your 
local chapter? It you may obtain 
more information by writing to the Na- 
tional Tabulating Management Society, 

30x 536, Philadelphia. 


as is 


so, 


Smarter Students 


ntinued from page 122) 


Since a large percentage of 
office represent work of a non- 
stenographie nature, it recognized 
that the slower student also can be pre- 
pared to take his place in business. 

As was implied, attracting the slower 
student to business education courses is 
not a problem—we already have them. 
Our challenge is that of eneouraging 
more students with high ability to pre- 
pare for office positions. It is in this 
challenge that I feel businessmen can 


cedures. 
iobs 


1S 
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“Copy Cats’ Make 
Costly Errors 


THAT BRUNING 
COPYFLEX ELIMINATES 


Mechanical copying with Copyflex 
eliminates transcription errors, slashes 
clerical time and cost. 

Make no mistake about it! Paperwork has forced 


many of your clerical employees to become “copy 
cats” and your company ts wasting hundreds to 
thousands of dollars each month because of it. 
Again and again, they copy original information 
from one departmental form to another by hand. 
Their manual copying is slow, costly. and prone 
to errors that hamper vital operations 

Modern Copyflex does the work of “copy cats”’ 

faster, at far less cost, and without error 
Basic information is written only once lepart 
mental copies are mechanically reproduced from 
the original action paper. Letter-size copies are 
produced at less than a penny each for materials- 
Copyflex one-writing systems speed and simplify 
purchasing, production, shipping, invoicing, ac- 
counting, and a host of other operations They 
free personnel for other important work, give you 
tighter control of operations, save thousands of 
dollars 

Copyflex machines are quiet, clean, odorless. 
They require only an electrical connection, can 
be operated by anyone. Mail coupon to lay 





Find How Copyflex Can Simplify and Speed 
the Following Paperwork: 

Purchase Requisitions Accounting Reports 

Receiving Reports Payroll Records 

Bills of Moteriol Invoices 


Desk top Mode! 100 Copyflex copies orig Consolidated Reports Tax Returns 

inals 11 inches wide by any length. Makes 5 50 Production Orders Soles Analyses 

up to 300 copies of different letter-size Shipping Notices Inventory Records 
. 


originals per hour . 


(BRUNING ) 
Be yy con pean CopyHex 


translucent paper — in seconds 














eee ee ae ee ae ae ae a ae ee a a a ey 


—s 


Cherles Bruning Company, inc., Dept. |2.G 
4700 Montrose Ave., Chicago 41, Ilinois 


Please send me information on the Copyflex process 
and Model 100 machine 





Nome __ Title 
Company 


Specialists in Copying since 1897 Address 


_— 
—_—_ 
-_—_ 
—— 


City County ne | 


CHARLES BRUNING COMPANY, INC. 4700 Montrose Ave., Chicago 41, Illinois | 
in Canada: Chorles Bruning Compony (Canada) Ltd., 105 Church St., Toronto 1, Ont. I ce 7 


For More Information Circle No. 227 
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— Fern reget MER « ee 
airs Siena wlaaabaTee piles a ee ae 


contribute much in improving the situa- 
tion. In some communities, committees 
“your word... consisting of businessmen and business 
as good as educators have worked together in de 
veloping a more effective program 
your bond” business education to include that of re 
cruiting more capable students in the 
program. Developing attractive bro 
chures that point up the opportunities 


Important thought . .  . for 
your customers, your business 
and yourself ae 8S important In today’s business offices could do much 
reason why executives and pro- in promoting the business education 
fessional persons (yes, and qual- curriculum. Field trips to offices and 
ity printers) choose a Parsons talks by representatives trom business 
bond paper for their letterheads can also contribute significantly to en 
and other important documents. couraging more students to prepare for 
at Siow, all-ialw cotton Sbiek. ov multitude of office jobs now avail 
Parsons bonds add prestige, ee 

preserve your written thoughts cial app al to you businessmen. If vou 
years longer, and perform far are not now cooperating with the local 
better. Ask your printer for a business educators, why not pick up th 
Parsons bond paper... a telephone, call one of your schools and 


permanent, prestige business suggest that you are anxious to help de 
velop a stronger program and that you 

aper. - : 
pap would be willing to contribute to the 
development of publicity that would as 


May I close this statement with a spe 


SIst 


in the recruitment of high quality 


students to prepare Tor the job oppor 
QNSONS tunities that you have available. lt 
vou have been dissatisfied with the 


receiving, this might be one procedure 


that could do much to improve the 
situation 


P A Ee Fe quality of employee that you have been 
arpa . 


Cost Plannin 


cost of training them is not out of 
line. At the present time the labor 
market 1s indeed tight. Recent figures 


indicate national unemployment at 

about 3.7%. In many states, fewer than 

2% of those qualified are receiving un 

employment compensation which would 

indicate that most of those unemployed 

are students and other casual workers. 

Consideration must be given to the 

WRITE ON YOUR BUSINESS i extent that these 

LETTERHEAD FOR PORTFOLIO 4A1, imitated tele assed alone to the e > We acai 

PRESTIGE LETTERHEAD DESIGNS, pi aiong to the consumer. e again 

BY LESTER BEALL. PARSONS PA s ceniameeal vet back to the forecaster Otten over- 

PER CO., HOLYOKE, MASS. looked In planning these rogzTams 1S 
© PPCO 1956 = g progr 

For More Information Circle No. 390 
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FIGURES 


A new machine is showing up in of- 
fices. Judging from how it’s going, the 
Comptograph 202 may soon outsell, 
the way it’s outperforming, other 
machines. It has excellent features— 
and exclusives that have caused a stir. 

For easy operation, the 10 keys and 
controls are arranged in the space a 
hand can span: without stretching or 
tiring. It’s fast—operators taken off 
other machines say they ‘feel’ the sen- 
sation of its cosmic speed (202 print- 
ings a minute). It adds, subtracts, 
multiplies, even divides —with the true 
credit balance always showing. It per- 
forms all this with remarkable ease, 
with faultless accuracy and with noise- 


COMPTOGRAPH 


THAN YOU THINK 


less rhythm that’s a triumph over 
calculator clackety-clack. Summing up, 
Comptograph has more time-saving, 
work-saving features than any other 
10-key machine. If you would like a 
demonstration, look up the Compt- 
~ometer-Comptograph representative in 
Yellow Pages or send coupon. 


FELT & TARRANT Mfg. Co. 
1715 North Paulina St., Chicago 22, Illinois 


sentliemen: Without cost or obligation — 
| want more information about the new Comptograph 
Please arrange an office demonstration 
Please arrange for a free office trial 
Name 
Company 
Address 
City Zone State 


Other products: The COMPTOMETER® DICTATION MACHINE 
and the COMPTOMETER® ADDING-CALCULATING MACHINE. 
Offices in principal cities and throughout the world 


For More Information Circle No. 126 
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IN ANCIENT TIMES 


they used this mark @&® 


to Count How Many of 


TODAY... you doit on 
THE DENOMINATOR 


no pencil or paper required! 


If you're like thousands of other 
wide - awake executives, you'll 


discover many places in your 








organization where this group of 
individual counters will be of 
great help in assembling the 
figure facts management needs 
for immediate and continuing 


control of vital operations, 








It’s so much faster, more accurate and more economi- 
cal. Write for free descriptive literature, Dept. 0-61. 


The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7, N. Y. 
Manufacturers of Tabulating Machines for 40 years 


For More Information Circle No. 133 


Tue Orrice—January, 1956 





the ever-increasing ability of our 
economy to absorb goods and services. 
The Congressional Joint Committee on 
the Economie Report recently estimated 
that the American economy could pro- 
duce a 47% increase in the volume of 
goods and serviees during the next 10 
years. Consumers are enjoying an in- 
crease in personal income and our in- 
creasing population is enjoying a higher 
standard of living. Recent develop- 
ments in the nation’s political picture 
are bound to affect many expansion pro- 
grams now in the development stage, but 
not to the extent that some predict. 

With labor costs increasing, it is natu- 
ral to look to automation and technologi- 
cal developments for methods of re- 
ducing costs of production. Great strides 
have been made in these developments 
in recent years, not only in the process- 
ing departments of companies, but in 
the offices as well. Management must 
know its cost in detail if it is to operate 
profitably. Cost reduction is one of the 
primary problems of the entire manage- 
ment team. Cost planning and control 
are of greatest importance. Costing 
techniques should be reviewed with the 
thought of refinement of methods and 
processes. 

How does NACA fit into this picture? 
How can the industrial accountant light 
these beacons for management and show 
the way to profitable operations? To 
take his proper place on the manage- 
ment planning team he must be equipped 
with the latest and most up-to-date in- 
formation. As an association repre- 
senting the industrial accounting pro- 
fession in this country, NACA has a 
responsibility to industry and to the 
accounting profession: to provide 
leadership in the continuing evolu- 
tionary development of industrial ac- 
counting thinking and practice, to as- 
sure that industrial accounting makes 
the maximum contribution to the eco- 
nomic life of the country. 

NACA is meeting its responsibilities 
in a variety of ways through a newly 
reorganized, long-range program of re- 
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MORE PROFIT for 1956 


Lower your capital investment. 
Increase the 
productivity of your wage dollars, 


Use BEVCO Furniture 
And Reduce Fatigue 


Sit posturally correct 
Sit comfortable 
Sit safe 


Posture Swivel 


6 adjustments 


. s 
g 


e More comfortable 
e Longer wearing 
e Lower initial cost 


Saran webbing available in !2 colors. 
Frames in Polished or Satin Chrome and 
Lacquer finishes to match office decor. 


Ask your dealer for free trial. 


BEVCO Precision Manufacturing Co. 
831 Chicago Av., Evanston, Ill. 
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lots of sorters. + | 
but only ON. E (Zs 
jihlhaas \~ 


VERT-A- SORT 


aap 
\7 
$ 


. . the Easy-Action vertical paper sorter 
that answers the need for sorting efficiency in 
any business having large or small sorting 
problems. Every Vert-A-Sort Installation made 
has resulted in increased production, no matter 
what sorting methods were used before! 


. «. Made in a variety 
of sizes, all of which 
can be indexed to suit 
your needs. 
Built for years of 
efficient use! 


Yoh haces 
VERT-A-SORT 


for Complete Details 


PIN THIS AD TO YOUR LETTERHEAD 
and mail to: 

THE COMPANY 

_ CHICAGO AVE. 

ete AGO 17, ILLINOIS 
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NOW! Siete 


MARKET 


POCKET A. 
CHECK .@>7. 
WRITER “x 

This Check Writer 


is light weight ; ; 
(about 10 oz.) and durable. May be carried in 


pocket or brief case. Equal in efficiency to heavier 


model. 
NIPPO MACHINE INDUSTRY CO., LTD. 
Manufacturers 
Tenjin-cho, Nishi-ku, Yokohama, Japan 
For More Information Circie No. 217 
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search designed especially to increase the 
knowledge available to members in- 
dividually, and industry and business 
generally; through an expanding pro- 
gram of conferences dealing with ma 
jor problems facing the industrial ac 
countant and industry; through its pub- 
lications; through its manuseript writ 
ing and accounting practices descrip- 
tions programs; and by providing en- 
couragement and incentives to its chap 
ter organizations to offer their mem- 
bers fully planned, year-round pro 
grams of technical meetings, discussion 
forums, educational meetings and other 
activities. 


Need of Machines 


(Continued from page 100) 


it applies equally to the hundreds who 
run their own businesses as to those who 
are managing departments of a great 
major industry, but thousands of men 
and women remain to be convinced that 
the principle applies to them as well, and 
the tools are made to meet their re- 
quirements. 

Here is one direction in which IT am 
sure my association’s regular exhibitions 
are having real effect. Even if such 
people come to an exhibition only from 
idle curiosity, they might never go to an 
individual firm’s showroom. At an ex- 
hibition one can always pretend on 
has come to see something else if a 
salesman becomes too absorbing, where 
individual showroom it 
always so easy. 


as at an is not 

To get the small man to the machines 
is half the battle. A really imposing 
array of equipment often sells an idea 
that never existed before. This is one 
of the reasons why I heartily support 
my association’s principle of taking ex 
hibitions to the provincial 
our country. 

Last June we held the most successful 
Business Efficiency Exhibition ever, 
right here in London, to which repre- 
sentatives from 47 countries came to 
see and buy. Next month we are taking 


cities of 
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AUTOMATION 
DUPLICATING IS HERE 


( se ... at the touch of a button you 
3 can print 110 copies a minute 


@ in 1 to 5 colors 
e without effort 


e at a fraction 
of a cent 


per copy 


AUTOMATIC ELECTRIC 


SPIRIT DUPLICATOR 


This sparkling new Spirit of '76 Conqueror Dupli- Ask your Conqueror dealer to 
cator can do so much for you so quickly and at demonstrate the Model 76 or send 
such low cost. Price lists, bulletins, form letters, for FREE booklet, ‘Duplicating 
menus—in fact, anything typed, written or drawn Problems Conquered.” 

on the master . . . from postcard to 9 x 14 in. 


sheets . . . simply pour out of this ingenious new THE ha i Y E R 


duplicator, without effort. A touch of the push 


button starts the motor and feed ...and when thee € OR PQORATION 


last sheet is fed it turns off automatically. Multi- 

plies your thoughts and efforts a hundred-fold at 1821 S. Kostner Avenue 

very low cost. Chicago 23, Illinois 
For More Information Circle No. 248 
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No streaks 


—with FLAGSHIP 


(8 
v\ * 









Streaks (roller marks) have been voted the most baffling problem in getting out 
perfect carbon copies — especially with the high feed-roll tensions of modern 
typewriters. 





Now, with Flagship’s newest metallic-back carbon paper development you have 
the easily proved, quickly demonstrated answer to that problem. 


Roller marks are out! Clean, perfect copies of brilliant color strength and fine 
erasabitity are in — for good — with Flagship. 


And Flagship can be counted on to lead the race for a genuinely better carbon 
poper that will give more satisfaction to more customers. If you are not getting 
results with ‘the line you have always bought’ Flagship may be your answer. 


Let us tell you more about Flagship. Make it a point to call or write us today. 


FLAGSH i P i; curl-proof, with smudgeless erasures. The 
metallic back makes it easier to handle, wear longer and give sharp, 
permonent copies. Meets the needs of more people, with fewer 
weights and writing strengths. 





ALELUE DB carson And RIBBON MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 
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our big national show to Birmingham. 
We feel this will make it as easy as 


poe 


possible for the one-man business head, 
not yet so enthusiastic as to travel two 
or three hundred miles to see such a 
show, to drop in. 

American businessmen who may be 
visiting England next month and who 
want to see what we are doing over here, 
should not be put off. Birmingham is 
the second city in the United Kingdom 
and the 1956 National Business Ef- 
ficiency Exhibition there will be no 
small provincial show with little new 
and nothing revolutionary. In every 
way we attach as much importance to 
these exhibitions in the provinces as 
to those held in the capital. 

sriefly, efficiency in every corner of 
every office in every city of Great 
Britain must never be allowed to be- 
come a pipe dream of ours. Our show 
window is never just London or Birm- 
ingham or Glasgow or Manchester, but 
the whole country every day of the year! 


New Equipment 


(Continued from page 98) 
tion and control from this “grass roots” 
activity, are inealeulable. 

The impact of the introduction of au- 
tomatic readers, recorders, translators, 
memorizers, computers, communicators, 
selectors, reproducers and/or printers of 
business data, have stimulated if not 
forced business managements to re- 
examine the existing procedures and 
methods employed in their first writing 
and subsequent processing of informa- 
tion. Such a charting and overall sur- 
vey, more often than not, discloses 
improvements that can be made in 
existing procedures, regardless of the 
eventual decision as to whether or not 
an electronic machine or other new 
equipment will be installed. The pro- 
cedure study should precede the hard- 
ware. The development of improvements 
is one of the most beneficial results of 
any study. 

The problem half 


well defined is 
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KEEP IT 


FAST+ SAFE 
PORTABLE! 


Add filing space by 

destroying cancelled 
checks, ledger sheets, time cards, 
W2's, pay vouchers, and obsolete 
papers—in your own office! The new 
“SILVER EXECUTIVE AUTOMATIC" 
Paper Shredder is the only automatic 
feed machine . . . shreds papers into 
unreadable !/4” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full '/2 HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 
Hind Vidoes 


103 MILL ST. + 
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R GRASERSTIK GLEE 05.0.7099 


E 


| 

| No mistake about it—this 
| gleaming white-polished 
EraserStik makes all the 
difference between — ‘Nice 
work, Miss Jones!” and an 
angry rebuke. 








Because EraserStik erases 
without a trace, leaves no 
ghosts to give the Boss fits. 
No wonder every Secretary 
and Typist in our office is in 
love with her EraserStik. | 





Remember, it isn't a gen- 
vine EraserStik unless it has 
the A.W. Faber imprint. Call 
your Stationer today. 














aSERSTIK 





A.W.FABER-CASTELL 


PENCIL CO 


INC. NEWARK 3, N. J 
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solved. I may have dwelt too much on 
the national angle. I be 
lieve, however, that every general execu 


economics 


tive is conscious of the direct impact ol 
the paperwork problem upon his cost 
structure, his company’s ability to oper 
ate efficiently and serve customers well, 


| and upon his competitive position. I 


believe the way to solve the big problem 


| is to break it down into the component 


ean be tackled 
and effectively. The office 
industry, more today than 
ever, has much to offer business, when 
a problem is recognized and defined and 


smaller problems that 
practically 
equipment 


when sights are set on specific objectives 
however high they may be. 





Railroad 


Accounting 


from page 


roads has long spearheaded efforts tor 
simplification of methods and_ pro 
cedures and the mechanization of paper 
work in railroad accounting. Especially, 
the division has contributed to 
formity standardization, and 
we find another essential if we to 
the ot the accounting ot 
ficers’ use of electronic equipment. 


uni 
and here 
are 


make most 


The peculiarities of the industry 
which require the interchange of cars 
and the division of revenues between 


earriers in interline settlements, 
a challenge to the railroad 
officers to work out procedures provid 


otter 


accounting 


ing tor interchange between companies 


| of intormation produced by mechanical 


processes, possibly by the interchange 
ot punched cards centering around inte 
crated and card systems. It 
encounter the essential of 
standardization in some form or another. 

Obviously, railroad 


tape 


we 


accounting 1s a 
highly technical and challenging pro 
fession with very high standards of 


achievement. If past accomplishments 
are any measure of success, the futur 
of railroad accounting offers much in 


anticipation for even greater assistance 
to the industry. 
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UWlodel — tue au-purrose Scout 
Economy A SINGLE-UNIT PHOTOCOPIER 


So attractively priced ... Use it in your own office 
So conveniently portable .. . Use it for field work 


The new Cormac “Scout” is equally 
suited for normal office work or for out-of-oflice copying. Built-in compartments 
for paper and supplies! No extra carrying case required! 
Nothing else to take along! Engineered with the same precision 
and styling that has made other Cormac photocopiers 
famous. Fully Guaranteed! 


a $249.0 F 2 


complete with accessories 
weighs 15 Ibs. 


SAVE TIME! SAVE MONEY! SAVE WORK! 








DISCOVER NEW PHOTOCOPYING EASE WITH 


CORMALITE® 


TRANSFER PAPERS — NO COPYING LIMITATIONS! 














1955 Cormac INDUSTRIES, INC. © 80 FIFTH AVENUE, NEW YORK 11, N.Y. © ORegon 5-9310 ____. 
For More Information Circle No. 153 
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Standardize 


m ft 


Supplies 


The first step is to ask several basic 
How many different items 
of stationery and office supplies do we 
have? What is the value of these items? 
How many of these items can be elimi 
nated by standardization? To what ex 
tent can savings be effected by centra 
lized procurement? 

Assuming that the company has many 
plants located throughout the country, 
you realize that answering these ques 
tions poses no small problem. You fur- 
ther realize that you have no informa- 
tion as to number of items, or quantity 
in inventory, usage, quantities normally 
purchased, sources of supply, or costs. 

The second step is to contact the per- 
sonnel at the branch offices responsible 
tor procurement of stationery and office 
supplies at the local level, and request 
that a complete inventory be taken in 
the shortest possible time. It will prove 
most helpful, during the later planning 
stage, if complete information is sub 
mitted with the inventory, including each 
item in stock shown alphabetically by 
category, name of vendor, an estimate 
of periodical use (preferably monthly), 
current price and quantity normally 
purchased in relation to price. This will 
give a basis for determining which items 
on each individual inventory are dupli- 
cations which can be eliminated, before 
a consolidation is made from all inven- 
tories. After obvious duplications have 
been eliminated from individual inven- 
tory reports, realistic conclusions may 
be drawn as to how and where standardi- 
zation ean be applied. 

From the individual inventories of 
printed forms, pencils, carbon paper, 
columnar pads, duplicating paper, mas- 
ters, ete., it probably will be quite a reve- 
lation to see how many brands, special 
forms and grades have found their way 
into the inventory. It is a relatively 
easy task from this point on to ask the 
different offices that certain selected 
brands, grades and revised standard 


questions. 
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used for 
will be 


forms of like quality, be 
standard supply. True, there 
exceptional situations where it will not 
always be possible or practical to use 
completely standardized items, but with 
close coordination these problems can be 
minimized. 

Standardization of 
through centralized procurement has 
many definite advantages. The greatest, 
perhaps, is cumulation for volume buy 
ing. Standardization will naturally re- 
duce the number of similar items in 
inventory and permit larger quantity 
purchases at lower unit costs. Standardi- 
zation will assist in simplifying pro- 
cedural detail of requisitioning and stor 
age, and aid in inventory control. 


items of supply 


In the process of establishing stand- 
ards of supply for all offices, it will 
probably become evident that there are 
some items that can be procured on a 
local basis more economically and/or to 
better advantage than if requisitioned 
through centralized procurement. This 
condition could exist because of con- 
venience of supply to a particular point, 
a lower delivered price than could be 
supplied through centralized procure- 
ment or possibly relations with sup- 
pliers that would necessitate local pro- 
ecurement. One suggested aid to control 
would be that all offices be supplied 
periodically with price lists of ail such 
known or borderline items to indicate 
the current market prices obtained by 
central procurement on a quantity basis. 
The list could be reviewed, revised if 
necessary and issued to the offices on a 
quarterly basis. This would enable the 
interested parties to compare their local 
conditions and costs, and be guided ac- 
cordingly. 

The next and final step would be. to 
have all offices submit a monthly sta- 
tionery and office supply requisition con 
taining all items to be requisitioned 
through centralized procurement. The 
forms should be designed with an in- 
ventory analysis section for the requisi- 
tioning office to make appropriate en- 
tries to reflect current ending inventory, 
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quantities on order not received, usage 
last period and estimated use for the 
next period. Adjacent to the inventory 
analysis section, an inventory standards 
section could be arranged to show the re- 
order point and reorder quantity for the 
individual requisitioning office. A re- 
quirements section can be used to show 
the quantity and shipping date required. 

It would prove most advantageous to 
have these individual reports prepared 
and submitted to arrive at a predeter- 
mined date at the beginning of each 
month to facilitate handling and con- 
solidation for quantity buying. Installa- 
tion of such a program will require the 
wholehearted cooperation of every de- 
partment, but the savings will be justi- 
fied! 


What Schools Require 


(Continued from page 120) 


Every school has many young people 
who have an earnest desire to become 
well educated for entering business. 
These young people need the help of 


office managers, store managers and 
other business operators who are in a 
position to aid them obtain positions 
where they can apply the classroom 
knowledges to real job situations and 
learn to make the adjustments needed so 
that their education becomes practical. 

Business teachers are well educated in 
practical office skills and can effectively 
impart such knowledge to their students. 
However, they can do a much better 


) job of educating their students for posi- 


tions in business it they have had re- 
cent practical experience in business. 
Businessmen can help educators, stu- 
dents and themselves vy providing the 
opportunity needed by teachers to gain 
valuable business experience during 
summer vacations. Business teachers 
who have such experience can draw 
upon practical examples from business 
to make classroom work more realistic 
and interesting. The students educated 
under the direction of such teachers will 
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be better prepared as future business 
employees. 

Business firms can use the services 
of business educators as vacation relief 
help and to handle special jobs which 
cannot be taken on by regular personnel 
but do not warrant hiring regular 
permanent personnel to fill a new posi- 
tion. Business educators are able to 
conduct business research projects, 
work on the sales floor, handle special 
typing jobs, conduct special advertising 
campaigns, relieve the accountant, oper- 
ate business machines and do a multi- 
tude of other business activities. By 
seeing that the business educators in 
each school system are well experienced 
in business, business firms would be do- 
ing the least expensive, yet one of the 
most important things that ean be done 
to assure themselves of well educated 
employees from the school system. 

There are many young people who 
need some kind of financial assistance 
to keep them in school. Usually their 
needs are small but are very vital to the 
student. Such aid often can be given 
to students in the form of part-time em- 
ployment as mentioned before. In some 
eases outright scholarship programs are 
desirable. The boy or girl who receives 
financial assistance to complete his or 
her education will never forget the busi- 
ness organization that provided this 
financial assistance. 


Business educators want to know more 
about the needs of business. These needs 
should be reflected in class planning and 
curriculum development. Such _ infor- 
mation ean be gathered through re- 
search, confering with businessmen, ob- 
serving business workers and working in 
real business situations where they come 
face to face with these needs. Business- 
men will do well to bring educators into 
their firm as consultants on various 
types of business problems. Not only 
may the educator provide a workable 
solution, but they will learn a great deal 
about the nature and extent of the prob- 
lem with which business must cope. 
Communication is the key to under- 
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AUTOMATION FOR 
OFFICE COPYING 


get fast, accurate copies 
of any graphic material. 
















Just 
push a 
button 


MRE 


the ELECTRONIC copying machine 


for mimeograph stencils, offset plates, 
single positive dry copies 

Just push a button—and the operator 
can go on to other work. Stenafax shuts 
itself off. It copies office forms, news 
clippings, typing or any graphic mate- 
rial. It is a complete copying unit, re- 
quires no chemicals or developing, no 
special powders, light box or heat 
treatment. 

It makes stencil or offset plates in 6 
minutes or less... or a single dry posi- 
tive copy in 3 minutes or less —on a 
working area of 8%” x 14”. Easy to 
maintain, movable —can be plugged 
into ordinary outlet. 


Write for full information to 


TIMES FACSIMILE 


CORPORATION 
STENAFAX DIVISION, Hotel Biltmore Arcade, 
43rd St. and Madison Ave., New York 17, N. Y. 
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standing. If business can really com- 
municate its problems, needs and de- 
sires to education, much greater head- 
way can be made toward understand- 
ing each other and toward developing 
the education of much more employ- 
able graduates. 

Business educators need an access to 
actual office job and procedures for in- 
structional purposes. Various office 
forms should be used in class problems. 
Real correspondence of business (so 
long as it is not confidential) can be 
very helpful in the edueation of a secre 
tary. Letters that sell, that 
that settle differences and that achieve 
the objective for which they are written, 
are the best classroom material in teach 
ing business correspondence. Account 
ing students need to see and use real 
business 


collect, 


records. 

Business education also wants to know 
what business expects from education. 
The objectives of business education and 
business operation should be mutual. 
The best results in the education of bet 
ter business employees can be obtained 
by closer cooperation between all parties 
concerned with the product—the new 
business employee just out of school. 
Business education needs _ business 
leaders, business ideas, business methods, 
business procedures, and business ma- 
terials in the classroom. Business needs 
business educators, their skills, ideas and 
students in business. The solution to 
better educated business employees 
seems simpler—closer cooperation, with 


confidence, between business and busi- & 
ness edueation. { 
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| LOOSE-LEAF 
BIND 


catalogs — reports NOW, all GBC punching accommo- 
manuals — presentations dates the new multiple ring GBC 


Metal Loose-Leaf Binding as well as 


all types of literature all Cerlox Plastic Bindings. 





RIGHT IN YOUR-OWN OFFICE 


-».and save money, too! 
a eee se Improve all your literature...guarantee 
; maximum attention and action for every 
sonra ng —— in a message...and prestige, utility, color. 
colors Is jUST-OTT-The-press ro- . . . 
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of literature 
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Methods Improvement 


(Continued from page 11) 


1 ® * 
Stop Wasting Space 

We have, in the past several years, 
planned over 500 office installations 
ranging from partial floor occupancy 
to entire single floor occupancy. Com- 
plete study of the client’s operations 
and inventories of the client’s equip- 
ment have spotlighted the inefficiencies 
of which most offices are guilty in their 
profligate use of space; a very costly 
inefficiency in these days when rental 
and maintenance costs per square foot 
are so very high. 

Space saving can be accomplished 
through proper analysis of the work- 
ing procedure of each individual in an 
office, through an analysis of filing and 
reproduction habits, through proper use 
of vertical space for filing and storage 
and through an analysis of work flow 
as it affects both intra and inter de- 
partment relationships. Within the 
field of Space Utilization lies the big- 
gest chance for office economies in 
1956; office economies that will, at the 
same time, bring with them tremen- 
dously increased efficiencies in office 
operations. — MICHAEL SAPHIER, 


Michael Saphier Associates, New York. 


Review All Forms 


All printed forms should be studied 
for the purpose of determining time 
and motion involved in handling. All 
unused information now called for in 
forms should be deleted. Multiple 
copy forms should receive the con- 


sideration of being carbonized or 
changed into continuous forms for use 
on typewriters or continuous forms 
machines. Flow of work in the office 
should be arranged as efficiently as pos- 
sible. The elimination of postage 
stamps and installation of a postage 
meter should be considered where mail 
volume is fairly heavy.—A. C. SHEP- 
HERD, Purchasing Age nt, City of 
Winston-Salem, N. C. 


Improve Employee Morale 


It is my opinion that one of the best 
tools with which to meet increased com- 
petition is in the field of improved em- 
ployee morale. A company can invest 
thousands of dollars in modern, up-to- 
date equipment and the latest systems 
but, unless their attitude and the man- 
ner in which employees are handled 
prevents the individuals’ welfare from 
being overlooked or underestimated, the 
anticipated gains will rapidly diminish 
due to the lackadaisical and careless 
habits and attitudes of unhappy, dis- 
satisfied employees. The field of em- 
ployee relations is a vast one, yet no 
matter how small a company may be, 
with just a little imagination and con- 
sideration they can accomplish im- 
measurable good.—ELMER R. DON- 
ALD, Office Manager, Blanton Co., St. 
Louis. 


One-Time Carbon Forms 


Savings in office procedures can be 
attained by streamlining various forms 
and operations; eliminating wherever 
possible, manual labor by adopting 
snap-out one-time carbon forms. Office 
executives can help meet the competi- 
tive situation by alert training of all 
employees to strive for a higher degree 
of efficiency and sales consciousness. 
Direct every effort to building up the 
confidence and good will of customers— 
M. J. BENDER, Secretary, Chase Bag 
Co., New York. 
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Avoid “Juvenile Delinquency” 


Automation for most of us is in the 
distant future; in the meantime, we are 
forced to continue to develop our pres- 
ent assets and get the job done in the 
most efficient. manner with least cost. 
We now are part of a multiplant oper- 
ation and, although policy is pretty 
well defined throughout the organiza- 
tion, systems and procedures have not 
been standardized to the degree one 
would ordinarily expect in a large 
company operating in different sec- 
tions of the country with one central 
accounting division. 

Our experience has taught us that 
a great degree of efficiency cannot be 
attained in an office of 60 people, un- 
less duties and responsibilities of each 
job in the office are defined in terms 
that can be thoroughly understood by 
the average clerk or stenographer. 
Without this aid, we would flounder 
in a sea of policy letters, sometimes 
countermanded by another so-called 
policy letter emanating from some 
other source within the organization. 

I suggest a campaign for better un- 
derstanding from the management 
group toward their systems and pro- 
cedures personnel. This applies to all 
companies, but especially to those pres- 
ently affected with growing pains. They 
should be made aware of the responsi- 
bilities that accompany growth so that, 
when they adopt a smaller company, 
they will not be faced with the prob- 
lem of “juvenile delinquency.”—C. E. 
HARRIS, Office Manager, Lemont Re- 
finery, Pure Oil Co., Lemont, Ill. 


Control Work with Timecards 


As we have discovered, the greatest 
saving in the areas of office procedures 
can be made in the sales clerical, pur- 
chasing, payroll, cost, and production 
departments. In our opinion, office 
executives can play a big part in re- 
ducing office expense by analyzing the 
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work flow of each department, there- 
by eliminating back tracking, duplica- 
tions, unnecessary reports, causes for 
abnormal number of errors and, last 
but not least, a control of the amount 
of time required to do specific jobs 
through the use of timecards that ac- 
company the work through the various 
stations to completion with clock regis- 
trations showing the amount of time 
spent at each station. 

Economical cost of office operations 
requires constant observation and plan- 
ning throughout the year rather than 
periodical surveys. There has been 
criticism by top management during 
the past that improved office operating 
costs have not kept abreast with fac- 
tory operation. This was before the 
manufacturers of office equipment be- 
gan making revolutionary and rapid 
improvements. Therefore, with all of 
the various types of modern office 
machinery available, the need for criti- 
cism no longer exists —RUSSELL G. 
HARSCH, Secretary and Assistant 
Treasurer, Enterprise Aluminum Co., 
Massillon, Ohio. 


Eliminate Hand Posting 


We have, for some years, been de- 


veloping methods of integrated data 
processing in our office system. This 
has resulted in a reduction in personnel 
in certain departments and, at the same 
time, has speeded the output of work. 
During this time, our business volume 
has increased. 

Further consideration is being given 
to means of obtaining still more ac- 
curate information and reports for top 
management and getting this informa- 
tion to them earlier each month. Con- 
sideration will be given to whatever 
needs we might have for additional 
equipment that might more closely cor- 
relate the work between departments, 
and eliminate duplication and errors. 
Of primary importance will be the 
necessity of further mechanization of 
our accounting department to eliminate 
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THE HYGIENIC DENTAL MFG. CO. 
AKRON 8, OHIO, U.S.A 


For More Information Circle No. 173 
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some of the work that is now being 
done by hand posting. 

The increase in office labor costs, 
through higher wages and_ salaries, 
make it necessary to study every pro- 
cedure to see what operations can be 
speeded and what waste efforts can be 
removed. Each executive and division 
manager will, of course, evaluate every 
detail of work that is done in his 
division, to determine what is necessary 
or what can be eliminated without 
affecting the coordination of the whole 
office—L. BOULTON, Office Manager, 
Eaton Chemical & Dyestuff Co., De- 
troit. 


’ | . . 1 
Cul Communication Costs 

In my opinion management can ob- 
tain more profits by investing in any 
type of labor saving equipment and 
modular furniture for space saving. 

Communications has always been an 
expensive proposition for most com- 
panies, and I feel that management 
should devote a great deal of time and 
effort in reducing these costs. 

Proper retention programs for filing 
is another area in which a great deal 
can be saved, both in labor and space. 

EVAN L. HAMILTON, Office Man- 
ager, Armco Steel Corp., Middletown, 
Ohio. 


Policy on Small Supplies 


Based on our experience, savings 
can be obtained by a clear-cut state- 
ment of company policies in relation to 
such small things as the orderly requi- 
sitioning and delivery of office supplies 
with good supervision of the quantities 
ordered and delivered. Also, in a re- 
vision of forms and reports with a view 
of cutting down on all duplication of 
information, and much of the informa- 
tion which is not worth the time taken 
to assemble and record it. 

Inasmuch as 1956 and other years 
ahead will be highly competitive, it will 
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make your own offset plates 


that hos 


THE OFFICE 


with the amazing new Diala-Plate PRINTER 


The new Robertson Dial +a Plate Printer, with its enclosed high speed light source 


ated 


«} dealer 


display 


matched to the pre-sensitized plate emulsion, gives you a perfect plate EVERY 
TIME, faster than any other unit. Just set the dial, and the exclusive “Electronic 
Eye” takes over, automatically controlling the amount of light reaching the plate 
ond giving uniform exposures EVERY TIME, regardless of voltage fluctuations or 
other variables. All of this is possible WITHOUT THE DANGER of an open flame 
arc or other high voltage units. The Dial+a-+Plate is available in both 10x16 
and 20x 24” sizes (usable area) 


* * 
Uniformity — The exclusive "Electronic-Eye”™ controls the exposure, regard- 
less of voltage fluctuations or other variables 


Speed -—The Dial+a+Plate’s light is matched to the emulsion of the pre- 
sensitized plates for fastest exposure. A perfectly shaped reflector utilizes every 
ray of light and eliminates undercutting and halation 


* 
Operation - set the dial and the “Electronic-Eye” takes over, you cannot 
under-expose or over-expose. 


Economy - Exceedingly long bulb life and low voltage requirements auto- 
matically result in lower operational costs 


All of this at a surprisingly low original price 


Manufacturers of the famous “Seventeen” and “320° Cameras 


ROBERTSON PHOTO-MECHANIX, INC. 
7438 LAWRENCE AVE. * CHICAGO 31, ILL. 


For More Information Circle No. 180 
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add A-U-T-0-M-A-T-1-0-N 


efficiency in your 


COLLATING and GATHERING 


with the JCM 


FULLY AUTOMATIC 


VERTICAL COLLATOR 





Perfect for Fast, Accurate, Eco- 
nomical Collating and Gathering 
of: 


BUSINESS FORMS, CATALOGS, BULLETINS, 
PRICE LISTS, HOUSE ORGANS, MANUALS, IN- 
SURANCE FORMS and every other collating job. 


With the high-spee j imi 
CAL, one 
does the work 

Handles any type of ¢ 

x 14", JCM Vertica 

of 4 part units 

offset-pile delivery as standard 


noceis. 


JCM VERTI 


operator 


WRITE FOR FULL INFORMATION TODAY! 


J. CURRY MENDES 
CORPORATION 
| CURRY LANE « CANTON, MASS. 


Western Offices: 
500 S. Clinton St. e Chicago, III. 


Eastern Offices: 
22 E. 29th St. e New York, N. Y. 
West Coast: 
619 W. Washington St. 
Los Angeles, Calif. 


Fof More Information Circle No. 280 
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be necessary for office executives to 
tighten up on efficiency and adherence 
to regulations in connection with start- 
ing time, absenteeism and the like.— 
C. H. DAMM, Office Manager, Cleve- 
land Pneumatic Tool Co., Cleveland. 


. ’ . ® ‘ 

Retail Credit Tickets System 

The big problem in our office opera- 
tions is to find machines, or develop 
systems, to handle the growing volume 
of retail credit tickets, both as to post- 
ing media as well as filing and sorting. 
As better filing, sorting and posting 
machines can be developed and put into 
use, our machinery budget for office 
equipment would increase very mate- 
rially. The increasing volume of busi- 
ness, with the increase in population 
and the increase in automobiles on the 
highways, and more use by the public 
of their automobiles, is bringing about 
a great increase in individual tickets. 
The problem, of course, is to develop 
a plan that would he usable by the deal- 
ers and their helpers in all sorts of 
outlying towns where it is not feasible 
to put in punched card machines. 
Therefore, the load and volume is be- 
coming quite a burden in retail credit 
departments.—DAVID F.COCKS, Vice 
President and Treasurer, Standard Oil 
Co., Louisville, Ky. 


Accurate System for Piece-Work 


In the shoe business there are great 
number of piece-workers. Reports of 
pieces made must be checked for pat- 
tern, number of pair, operation, case 
number and price. The novelty shoe 
for women demands ever changing de- 
sign which requires changes of mate- 
rial and of piece price. To keep pace 
with the versatile piece-worker who 
makes many mistakes in reporting pro- 
duction, the office is obliged to employ 
up to ten people constantly checking 
and proving the piece-workers’ claims 
to compensation. A study was made to 
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Lithographed Tabulating Forms — Whether you use a Custom 
form to your own specifications or one of the 29 Stock tab forms, 
you can be sure the Hano form will write faster, work easier, and 


look better . . . Hano Litho quality is the answer to your tab form 
problems. 








Better Snap-a-Part Forms — For hand-writes or machine-writes, 
there is a Hano Snap-a-Part for every need. Made in individual 
sets with the finest Hano one-time carbons, a Hano form guaran- 
tees accurate registration, fine printing and the features for a 
satisfactory time-saving installation. Three general styles insure 
maximum efficiency at minimum cost. 








For Continuous Form Speed — Stop “shuffling” forms and 
carbon papers, utilize the speed of continuous forms plus the 
sureness of one-time carbons with Hano Continuous Carbon 
interleaved Forms for unusual flexibility to any billing or multi- 
ple-copy form typing operation. Sizes for every need. 





Registers and Forms for Every Need — Hano Register forms 
are better working, better looking forms lithographed on 


eight standard colors of good register bond . . . special pur- 
pose papers also available. Sizes, types, colored inks and 
other special features for individual requirements. No more 
“lost’’ copies plague your records with Hano new Universal 
desk style or Aluminum Portable Registers. 


PHILIP 


Hhanes Comporty 


MANIFOLD PRINTERS SINCE 1888, 


General and Sales Offices; HOLYOKE, MASS. Branch Plant: MT. OLIVE, ILL. 


For More Information Circle No. 175 
January, 1956 
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Advertisement 
NEW PAPER CUTTER 


Michael Lith, Inc., 145 West 45th 
St., New York 36, N. Y. offers the 
low-cost Michael 14” All-Purpose 
Paper Cutter especially designed for 
duplicating, small offset and repro- 
duction departments. It is manually 
operated and will cut a 2” thickness 
of paper. Of all steel construction 
with detachable, hollow ground 
blade, automatic safety latch, bal- 
anced lever and adjustable back 
gauge. The cutter is 26” wide, 2214” 


deep and 3414” high including han- 
dle. Cutting width is 141%”. Inside 
cutting length, knife to back gauge, 
is 133,” 


For More Information Circle No. 281 


soRT-()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE 





For fast hand-sorting of cards, 
checks, letters, invoices, orders, 
business forms or public docu- 
ments. We make all types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
circulars. 

Representatives everywhere. 


Associated Industrial Designers 


P.0. Box 396 Los Angeles 89, California 
Plant: | East Sixth Street 
Warehouse: New York, Chicago 


For More Information Circle No. 282 
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nrovide operation stubs that could be 
turned in daily, one stub for each oper- 
ation and/or case number, but the 
changing requirements invalidated this 
plan— EDWARD W. HOFFMAN, Con- 
troller, Ruth Shoe Co., 
Mass. 


Newburyport, 


Individual Production 


The area of office procedures in which 
the greatest savings can be attained 
in 1956 is the same area which has been 
stressed so much for the past 15 years: 
ndividual and group production. If 
we in business and industry can just 
make our people understand the basic, 
economic benefits to be derived from 
the for all and all for one” con- 
cept, the savings would dwarf the pos- 
any other area. In other 
words, it seems to us, that the job is 
in the field of supervision, which we 
consider synonymous with leadership. 
J. STANLEY BROWN, Vice President, 
Chemical Corn Exchange Bank, N. Y. 


“one 


sibilities in 
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Color 
and 
Numa- 
discs 


Revolving in sliding Registers. 
Get the facts, write: 


LANSDALE PRODUCTS CORP. 
BOX 568 LANSDALE, PENNA. 
For More Information Circle No. 283 
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So easy.. So quick ..So smart! 
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PLASTICO 
BINDING 
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Reops' 


Compact—Portable—Low-Cost—Always Ready to add 


prestige appearance tO: Now you can add distinction and con- 
@ PORTFOLIOS © PRESENTATIONS venience of genuine Plastico Binding to 
@ SALES MANUALS @ SAMPLE BOOKS any piece of literature — right in your 
@ FINANCIAL STATEMENTS @ CATALOGS own office! Two simple operations com- 
@ PRICE LISTS e SWATCH BOOKS  Plete Plastico binding in minutes .. . 


© CALENDARS @ BROCHURES @ CHARTS et you make a “masterpiece” edition 
of a few copies or hundreds. 


Sold and serviced by your nearby , ONLY genuine PLASTICO BINDERS 
PLASTICO LICENSEE. Write today have “Arch Design” for added 
for his name and address. strength and beauty! | 


PLASTIC BINDING CORPORATION 


Oar a of Plastic Binding in America 


aiiaiey, &Y Nome 739 Sherman St. 15 W. 24th St. 
flags Chicago 5, Ill. hae dol a On ee 
For More Information Circle No. 186 
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The "DIRECTOR" File No. 1473. $55.50 _ hesssenageeisel wo He. 14678 $59.95 


A co aled safety vault, doubly protected by 


lt doubly protected by 
papas ntaine: 


on Tw 








T 
A concealed 


31a 


Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A. 
For More Information Circle No. 219 


STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y. 

















COLE’S “ALL PURPOSE” STANDS 


Use it as a typewriter table, ''TV'’ stand, kitchen 
work table. Rolls on four quality casters, has 
solid walls and fold-a-way leaves. Opens to 
39"' x 17", Typewriter desk height. Heavy gauge 
steel, strong piano hinges. Olive green or Cole 


gray. 
NO. 757 $9.45 


No. 759 (illustrated below) Same features as No. plus a 
center desk drawer and book shelf. Ideal as a student’s desk 


“SECRETARY” CHAIR 

Eliminates fatigue and corrects pos 
ture. Four way adjustment. Thick foar 
rubber upholstered with DuPont's 
famous ‘'Fabrilite'', Brushed aluminum 
frame. One piece drawn base equipped 


with kick plates. No. 2810 $39.95 
10 EXCITING COLORS 


Granite Gray, Oak Leaf Green, Saddle 
Terra Cotta, Wine, Sapphire Blue 
Apr le Green Brown, Russet. 








Cole's 
“Heavyweight” 
Stand 


* 


“Non-Skid" Top : - Spring action 
z bution controls 


for your costly “i : drop leaves 


st porotection 
office machines. Protruding leaves 
mprove work efficiency. Shelf for 
books or personal items. Heavy 
teel, electr'cally welded. Cannot D ¢ t 
tip or iilt. Ball bearing casters Lever controls 
retract at the flip of a lever. Stand retractable 
will not move when lever is set. casters 
Opens to 48'' x 25''x 26" high 
Non-skid top holds machine firm| 

ace. Green or Cole Gray. : 

i, ne ¥ NO. 779 $42.50 


Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A. 
For More Information Circle No. 220 
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REMOTE TV SYSTEM 

Div., Dept. MJ, 
Thompson Products, Ine., Michigan City, 
Ind... makes the 285-A 


which provides automatie remote control 


Dage Television 


Servo 


of closed circuit television installations. 


In offices it can be used to make time 
and motion studies without 


area. It 


the analyst 


heing in the work permits a 


single person to supervise widely spaced 


areas. Other uses include undetected se 
curity and surveillance work, and opera 
locations. The 


tor safety in hazardous 


equipment includes a multi-lens TV can 
era which is entirely directed by a sepa 
rate monitor-console. Simply by turning 
an appropriate knob on the console, any 
function of the T\ 


achieved. 


camera can be 


Lenses can be changed, focus 


ing set and the camera directed up or 
lown, right or left, all by remote con 


trol. A built-in memory in the control 


160 


Svstem 


makes it 
matically point the camera in up to three 
different simply by 
pushing a button. These pre-set positions, 


console also possible to auto- 


pre-set directions 
which may be readily changed to meet 
varying observational tasks, greatly fa 
cilitate repeated viewing of more than 
one area or operation. The two units cost 
approximately $3550. Descriptive bro 
chure free from above address or Circle 


No. 300. 


PROOF PRESS 

Machinery Co., Grand 
the GP Challenge 
the impor- 
tant advantages of evlinder press opera- 


Challenge 
Haven, Mich., 
Proof Press which provides 


makes 


tion and new advancements in structural 


design. It also offers greatly improved 


proofing side frame 


stabilitv. One piece 
, 


reciprocating bed on a heavy 


and heay 5 


solid 


impressions, 


base provides foundation for, un 


vielding Precision ground 


anti-friction rollers, scientifically spaced, 
wide tracks 
center of the 

distribution and 


ride smoothly on aligned 
close to the bed, for 
better support. 


Uniform ink distribution is provided by 


weight 


Challenge’s improved steel vibrator 
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which agitates a full 214”. Adjustable 
guides on cylinder assure consistency and 
register for high quality proofs. Among 
the many time-saving devices built into 
the GP proof press are automatic grip 
pers and an automatic trip. Both can 
be manually controlled at any point of 
the operation. Another convenience is 
Challenge tip-out rollers which enable 
the operator to wash up assembly with 
out removing rollers from the machine. 
"he series GP Proof equipped 
with .040” hard packing and type high 


Press, 


bed, accommodates all forms up to 1444” 


x 2316”. Special bed with galley thick 
ness plate available on order. For More 


Information Circle No. 302. 


FORMS BOOK 
National Blank Book Co., 81 
St., Holyoke, Mass., have published a 
new edition of their popular ‘‘ Better 
Records,’’ a 160-page book illustrating 
over 500 forms in full Forms of 
all kinds are included from simple record 


Water 


color. 


BETTER 
RECORDS 


y recora-heeping neee 


tor ever 


aa THOPSAL 





keeping forms to complete accounting 
systems, time keeping and payroll sys- 
tems, visible systems, etc., for all types 
of businesses. Also shown are all stand- 
ard forms housings. This book, long used 
as a reference source by both large and 
small offices, is $1 a copy from above 
address. For More Information Circle No. 
337. 
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PENCIL GUIDE 

Eagle Pencil Co., 703 East 
New York 9, N. Y., offers a free 16-page 
booklet, ‘‘The Pencil Seleetor,’’ which 
tells how to choose the correct pencil for 
every job. It explains the fundamentals 
of pencil “quality, degrees of 


13th St., 


hardness, 


THE PENCIL 
w§ SELECTOR ”. 


how to choose 


for every job. . 


of various 
pencils 
marking 
use. How to select copying pencils for 
manifold forms, legal forms and dupli 
cating processes is also explained. 


and the economy 
black and 


writing, 


types of 
colored for general 


checking, and steno 


Spe- 
cial classes of pencils discussed include 
those used for charting graphs, blueprint 
marking and drafting. For a free copy 
of the booklet, Circle No. 301. 


ELECTRONIC COMPUTER 

Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., announces a high speed electronic 
computer utilizing magnetics throughout 
in lieu of filament tubes. It employs a 
new principal, magnetic amplification. 
The amplifiers, developed by Remington 
Rand, are called ferractors and are no 
longer than rubber erasers on ordinary 
lead pencils. The computer, which sells 
in the $12,500 range, handles computa- 
tions with the speed of light. The fer- 
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ractors will perform accurately at tem 
peratures from 60 
The 
pleted last June and present 
plans will make the ferractor 
puter available early in 1957. 
Information Circle No. 360. 


TAB CARD CORRECTION SEALS 
W. H. Brady Co., 727 W. Glendale 
Ave., Milwaukee 12, Wis., makes perma- 


nent, 


below zero F. up to 


prototype 


220 above. was com 


production 
fitted com 
For More 


self-sticking Correction Seals for 
plugging key punched errors in tabulat 
ri 


ls. The 


stick 


ing ca 


super-thin 
without 


transparent 


seals moistening. Seals 


are mounted 216 on a handy dispenser 


ecard allowing fast, 


motion application. Seals are 


one-at-a-time, one 
not affected 
cannot dry out 


- 


by humidity or storage; 


off 


as corrections in a 


or fall corrected cards, and register 
verifier. The 
operators to sight 
read information on dual cards or source 


cards. For free testing sample Circle No. 
333. 


eard 


transparency allows 


STENCIL CUTTER 
444 Fourth 


Ave., +» announces 
the cutter, 
which permits any mimeograph machine 


Bohn Duplicator Corp., 
New York 16, N. Y 
Electro-Rex electronic stencil 
to do the same kind of printing hereto- 
fore possible only with printing type and 


engravings. The Electro-Rex transfers 


162 


any graphic material to 
stencil that is then 
the 
Stencils can 


a special plastic 


run off on a mimeo 


graph in same way regular stencils 


include headlines, 
letterheads 


text, sketches, drawings of 


“are run. 


type matter, forms, with or 


without any 
kind and even screened photographs or 
The Lleectro-Rex 


halftones. process is a 


combination optical scanning system and 
an electronic amplifier which energizes a 
cutting stylus. Original artwork or paste 
thus transferred directly to the 
Cutting can be ad 


ups are 
stencil. definition 
justed from 125 to 750 lines per inch so 
that mimeographed copies are virtually 
equal to the original 
legibility. Also, 
ting 
and 


in sharpness and 
Eleectro-Rex 
available 
100 BDC 


where copy 


stencil cut 
through 


dealers 


service is 3ohn 


more than from 


coast to coast submitted can 
Electro-Rex stencil 
at $3.50 plus postage. For More Informa- 


tion Circle No. 313. 


MODULAR DRAFTING UNIT 
Emmert Mfg. Co., Waynesboro, Pa., 
makes the Emmert Right Angle Drafting 
Unit. These all-steel units can be as 
sembled for either right or left-hand ar 


rangement. Board pedestal, reference sec- 


be transferred to an 


tion, tool and storage drawers are all pre 
fabricated for any changeover from right 
to left, as 
painted a rich blending gray. 
with mist 

board are available: 
26”x40", 30”x42”, 36”x48”, 40”x50”, and a 
standard 


user may desire. They are 


Tk ps are 


covered green linoleum. Four 


drawing sizes 


reference area 26”x60”. Larger 
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are available at 
Each 


pedestal section 


reference areas a slight 


additional charge. unit consists of 


a board with linoleum 


top and footrest and a reference section 
with linoleum top, tracing drawer, file and 
tool drawers. Eight leveling pads permit 
one full inch of height and leveling ad 


justment. The counter-balanced, detach 


able drawing board has full length pencil 


trough, dust cover, expansion braces, tilt 
and position lock; 
may be tilted from 15° to 75° from verti 
cal and locked at any position in the 60° 


range, 


ing mechanism and 


Independent vertical ‘board travel 
in ratio to the size of the board is pro- 
vided with fingertip control. The opera 
tor may work equally well either sitting 
or standing. For More Information Circle 


No. 325. 


ELECTRIC STAPLER 
Bostitch, Ine., 1026 Mechanic St., Wes- 
terly, R. I, makes the Bostitch Bosto- 
matic, an automatic touch-trip electric 
stapler. Powered by a heavy-duty solen- 
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3ostitch BS 
with a 
stick of 210 standard staples and has a 


oid, its stapling unit is the 


standard stapler which loads 


capacity of 32 sheets of medium weight 
miero-switech trip which ae 
tivates the stapler also serves as a guide 


paper. The 
to predetermine the position of the 
staple from the edge of the paper. Gauge 
can be set at any depth up to 4%” be 
yond the clincher. When paper is in- 
serted into the jaws of the stapler, it 
contacts the trip and a staple is driven 
and clinched in the desired location. De 
signed for production stapling of re 
lated papers, the Bostomatie aiso will be 
useful in long-run stapling ordi- 
narily done with a desk-type stapler. It 
can be used effectively for light packag- 
ing operations, For More Information 
Circle No. 311. 
PUNCHED FORMS FEED 

Royal Typewriter Co., Div. of Royal 
McBee Corp., 2 Park Ave., New York 16, 
N. Y., makes the Royaligner which con 


jobs 


verts electric typewriters for marginally 


punched continuous forms. The same 


machine can be used for regular corre 


spondence. This is ideal when work vol 
ume does not permit a special machine 
for such work. The Royaligner is a spe 
cial eylinder with a tractor and 
that hold the form on each side at all 
times for fast, accurate registration. The 


pins 
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device ean be removed from the carriage 


as easily as an operator can remove and 


replace a regular cylinder. 


The Royal Selectomagie is for typing 


a heavy volume of punched forms, where 
one or 


more machines can be assigned 


exclusively to the job. It eliminates all 


} 


guesswork and hand manipulation in po 


sitioning forms which are 
tomatically. 


positioned au 
A typist can pre-set stops 
When 
one portion is typed, the flick of a lever 
automatically 


for different positions on forms. 


form for 
More Information 


posit ons 


For 


next 

typing section. 

Circle No. 332. 
BOOK STAND 

Tiffany Stand Co., 7350 Forsyth, mt. 

Mo., makes the Tiffany Duple» 

Stand with a 


Louis 5. 


Book self-leveling top 


which eliminates the annoyance of 


squinting in a huge book’s 


hard to read 


gutter for 
The ‘Tiffany 


intormation. 
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eliminates the 
Through its 
balanced spring action and floating top 


Sook Stand also 


Duplex 


lugging of books. 


heavy 
panels, it automatically levels the pages 
of bulky books, making all pages equal- 
ly easy to read. The Duplex is quickly 
adjustable to desired height; top swivels 
for use by more than one person, and 
transports effortlessly and quietly on 2” 
ball bearing casters. Occupying only 16” 
by 21” floorspace, the stand adjusts from 
27” to 41” in height and locks by turn 
ing two easy-to-grip knobs. The floating 
tops adjusts both laterally and vertically 
stiff or flexible 
Available in five colors: silver 
dark office 
beigetone. For 


to accommodate either 
bindings. 
tone gray, walnut brown, 


and 
More Information Circle No. 324 


BOOKLET FOR EMPLOYEES 
Kirkley Press, Dept. 137, Towson 4, Md,,. 
publish a pocket size, 16-page booklet, 
‘*‘How to Make the Most Out of Your 
Job,’’ for distribution to employees. The 


green, mist green 





» Make 


How - 


the Most Ou 
Your Job 


bs 
H. K. DUGDALE 








Published by 
THE KIRKLEY PRESS 


Towson 4 MARYLAND 











* 











booklet, written by H. K. Dugdale, con 
tains 52 brief paragraphs on good work 
ing habits. Sold headlines put 
across each idea while the explanatory 


face 
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paragraphs tell why each point is im 
portant to the employee. A short intro 
luetion explains how the reader can be 
successful and make the best use of both 
vorking and The author 
ilso plan to help the em- 
ployee check progress after reading the 
booklet. For a free sample booklet and 
quantity prices, Circle No. 353. 


leisure time. 


suggests a 


DUPLICATING SUPPLIES 
CATALOG 

Lith, Ine., 145 West 

York 36, N. Y.., 


1S page 


Michael 
Street, New has pub 
lished a eatalog, ‘‘ Advanced 
lechniques in Offset, Duplicating Plates 
and Supplies’’ for with Mulitilith 
and Davidson duplicating machines. In- 
cluded in the tested produets listed are 


45th 


offices 


Advanced 


techniques in offset, 
duplicating plates 
and supplies 


special 
attachments 


ink-eoverage and 
for Multilith 


machines, 


water control 
and Davidson 
plus such other 
the Jobmaster anti-offset 
unit, chain delivery 
feeding unit, all designed to give big 
press quality on the smaller offset ma- 
chines. These duplicating products have 
been chosen from all over the United 
States and Europe because they simplify 
operation and extend the variety of jobs 
these 


duplicating 
accessories as 


dry spray and a 


run on machines. The eatalog is 
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four 
Preparation 
Supplies and 


indexed in important sections: 
Aids, Platemaking 
Chemicals, Aids, 
and Press Accessories. Completely revis- 
the old Catalog 21 has a 
bright effect in an easy-to-read design. 
For a free copy Circle No. 317. 


Copy 
sindery 


“ 
ing 


edition, 


NUMBERING MACHINE 


American Numbering Machine 
\tlantic & Shepherd Aves., Brooklyn 8, 
N. Y., have published the Numberama 


brochure which their 


Co., 


covers complete 


line of machines for all numbering pur 
Many 


chines like the 


poses. are special ma- 
Model 43, illustrated, for 
numbering bank books. 


purpose 
Machine ean be 
with bases, 
ete., to suit user’s requirements. 
other machines for different 
illustrated there is a 


equipped gauges, counters, 
Many 
jobs are 
and full deserip- 
tion of their operation and applications. 
A chart shows the different styles and 
sizes of figures available on the various 
machines. Write address for a 
free copy of the Numberama brochure or 
Circle No. 305. 


ELECTRONIC MAGAZINE 


Electronic Computer Div., Underwood 
Corp., 35-10 36th Ave., Long Island City 
1, N. Y., publishes a quarterly external 


above 
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7 Pulse,’’ edited by 
Magdeburger, which illustrates and 
the electronic SVs 
receive write editor at 


above address or Circle No. 334. 


magazine, Elecom 
ae 
explains company’s 


tems. To copies, 


ROTARY FILE 

Columbia, 20 Rue Theodore-Deck, Paris 

XV, France, make the Rollindex rotary 
units containing from 
wheels with 
24,000 

installed in 


filing system in 


one to five capacities of 
> 


3,000 to standard ecards. 


batteries to 


from 


Units can be 


any quantity of record cards, or 


house 


documents, of any size. Up to 72,000 


ecards can be placed within reach of a 
single seated operator who is also pro 
vided with desk-top posting space. Ex- 
isting records of kinds can be 
housed without punching or other modi- 
fications. Cards cannot fall out of posi- 
tion as the wheel rotates, and no belts 
or magnets are used. For More Informa- 


tion Circle No. 335. 
CONTINUOUS PAY ENVELOPES 


Newark Printing 112 Academy 
St., Newark, Dela., makes continuous en 
velopes for payroll systems. These are 
printed to order with any payroll forms 
and allow one writing operation to pre- 
pare the pay envelope, payroll register, 
pay receipt, etc. The continuous envelope 


many 


Co., 
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construction provides to envelopes all 
the advantages of continuous forms. En 
any size or shape and 

machine: high 
tabulators, 


\ elopes ean be 


written on any speed 


type 
automatic 


machines, 
ete., in manual or 
systems. For full information 
samples Circle No, 339. 


RECEPTION FURNITURE 
Precision Mfg. Co., 831 Chicago Ave., 
Evanston, Ill., makes a line of steel re 
ception room furniture which is finished 
to look like wrought iron. Tables have 


accounting 
writers, 


and free 
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lormica tops and chairs are upholstered 
with Saran plastic made of 
lirestone Velon. This upholstery is cool 
and comfortable, and guaranteed five 
years. Even if it is accidentally dam 
aged, a single replacement strip can be 
obtained and quickly instead 
of an entire reupholstery job. Table and 
chair frames are finished 
with a zine chromate primer coat and 
several coats of lacquer for a chip-re- 
finish. Rear chairs are 
prevent the backs from 
touching walls. Pieces available include 


webbing 


inserted, 


bonderized, 


sistant legs of 


designed to 


side and arm chairs, low and high tables, 
table, table, left 
right single arm chairs for forming set- 
Upholstery made in choice of 
12 colors; unlimited combinations of two 
or more colors can be made. For More 
Information Circle No, 331. 


corner extension and 


tees, ete, 


ELECTRIC STAPLER 
Staplex Co., 775 Fifth Ave., Brooklyn 
32, N. Y., makes the Stapl-A-Matie elec- 
tric stapler which holds 5,000 standard 
size (1%4” wide with 4” leg) preformed 


5000 


seconds 


staples. Reloading staples takes 
only about two or just long 
enough to slide a new cartridge into a 
door at the top of the machine. The 


stapling position is easily adjustable to 


a reach of 914” with a ealibrated scale 
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on the side of the machine to insure 
accuracy. This feature enables the user 
to staple booklets, multipage folders, 
ete., at the center fold. The Staple-A 
Matic operates on a simple, single con 
tact solenoid principle. The operator 
merely inserts the paper, cloth or what- 
ever is to be stapled, into the machine. 
This activates the machine, driving a 
uniformly perfect staple every time. The 
manufacturer that the Stapl-A 
Matic cannot skip, repeat or jam, and 
that it will staple as fast as work is 
fed to it. Housed in a sturdy, wrinkle 
baked finish dural casting, it 

11” high, 18” deep, 6” wide; 
23% lbs. and is completely portable. 
Plugs into any AC-110 volt outlet. 
(Models also available for DC current.) 
For More Information Circle No. 297. 


claims 


measures 


weighs 


NUMBERING MACHINE 
Reiner Numbering 
Jackson St., San 
6-wheel, 


Machine Co., 326 
Calif., 
self-inking 


Franeiseo 11, 
makes a 5-aetion 


numbering machine which lists at $19.95. 


Fully automatic, this Model 170 provides 
six digit numbering, 3/16” high figures, 
repeat, consecutive, duplicate, triplicate 
and quadruplicate actions. Drop ciphers 
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permit one to five digit numbering with 
out preceding numbers. A fingertip action 


lever prov ides easiest selection ot any five 


actions. Machine has self-releasing catcl 


to permit locking of machine when not 


in use and during adjustments; gradu 


ated 
placement; one-piece nickel plated steel 


gauge plate for accurate number 
long wear 
ing figure Attractively 
the Model 170 is packed with extra felt 
pad, stylus and tube of carries a 
full guarantee. For More Information 
Circle No. 319. 
METAL TAG WIRER, EMBOSSER 
Dashew Machines, Ine., 
Smiley Drive, Culver City, Calif., makes 
which attaches 
tying wires and embosses fixed and var 


frame and deeply engraved, 
wheels. boxed, 


ink; 


3usiness 5886 


an automatic machine 


iable data on metal identification 


tags 
at the rate of 75 per minute. The wiring 
said to be the 
automatic 


unit is first completely 


technique to replace costly 


Vg 


wiring of metal tags by hand for identi 


fication of: parts-in-process, raw mate 
rials, equipment, parts and finished prod 
ucts in and distribution. The 


storage 


Databosser can emboss sequence nun 
bers, notch plates for coding or sorting 
characters 
Without the 
operation the Databosser performs all its 


other 


and eoat tops of embossed 


for easier reading. wiring 


operations at the rate of up to 
100 tags per minute. To thread wire into 
the tag, cut off a uniform 


length and 


168 


make a complete securing twist, the unit 
different, 
within 8/10 


identification tags are 


mechanical 
Dashaplate 


available in 


does 15 complex 


motions second. 
metal 
ten basie coding colors, resistant to all 
atmospherie corrosive conditions and im 
For More 


pervious to many chemicals. 


Information Circle No. 318. 


ELECTRIC TABLE COLLATOR 

102-1 State Highway 
makes the Cotlamatic 
12-bin table 
will collate 


Collamatie Corp., 
23, Wayne, N. J., 
Model 1200 
model electric 


6.000 


Spacesaver, a 

ecollator which 
sheets an hour. This is three times 
the productive capacity of the 


This 


average 


hand collator. model will operate 


for approximately 25 minutes without 
reloading, and collates up to 12 different 
sheets at a time. Sheets auto 
matically at the touch of the automatic 
Magicfeed Roller 
tive feeding on long runs without 
double Priced 
above, For More Information Circle 
349. 


collate 


starter, assures posi 
miss 
ing or 


f.o.b 
No. 


feeding. at $370, 


PAYROLL CHARTS 

Del ‘idge 
Dept. 5, 2502 
Mo., 


compan 1es 


Calculating 
Sutton 


single 


Systems, Ine., 


Ave., St. Louis 17, 
makes payroll 


which do not 


charts for 
extensive 
Charts 
from 50e to 
to $4 in 2%e 


periods 


have 


wage classification rates. cover 


hourly pay rates $3.50 in 
then 


time 


L5¢ steps, 


Straight 


intervals. 


from 4% hour to 
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$134°° + FET 


COUNTER $10.00 EXTRA 


Look at today’s best buy in spirit 
AUTOMATIC FEED duplicators! The new BDC brings you 
every important feature — including 
GRAVITY FLUID SYSTEM an automatic feed—for less than you 
would expect to pay for hand fed 


ROLLER MOISTENING equipment. 
Cam operated, the new BDC Spirit 
PERFECT REGISTRATION Duplicator will give years of service- 


free performance. Compare the 
AUTOMATIC MASTER CLAMP superb design by Burton Tysinger, 
check the outstanding technical fea- 
tures, and write for complete infor- 
mation today. Bohn Duplicator Corp.., 
444 4th Avenue, New York 16, 
BALL BEARINGS THROUGHOUT New York. 





PRESSURE CONTROL 


GUARANTEED I YEAR 


For More Information Circle No. 177 
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100 hours in %4 hour steps; %4 hour to 
20 hours overtime in % hour intervals. 
Also shows 1/12 and 1/10 hour ealeula 
tions. Each chart gives whole cent rate 
on front, 4c rate on reverse side. Charts 
are designed to fit individual payroll re 
quirements and user may purchase just 
the charts that cover his hourly pay 
rates. Charts are said to reduce payroll 
figuring time and calculating 

Lloyd’s of London guarantees their ac 
First 10 charts cost 50¢ 
additional charts ordered at 


errors. 
curacy. each, 
same time, 
25e each. Company offers free trial sam 
For More Information 


pie on 


Circle No. 315. 


request. 


BLUEPRINT RACK 
Momar Industries, 4323 West : 
Chieago, Ill., makes the Glider blueprint 
rack with clamps to hold sets of prints 
thickness, eliminating the need 
Any sheet 


32nd St., 


of any 
to punch holes in the prints. 
in a set can be easily removed, and can 
be replaced without other 
Clamps have thumbscrew adjust 


removing 
sheets. 
ment and no protruding ends. Each 
Glider rack holds 12 to 18 sets of draw 
visible index showing location 
Rack can be taken apart 
Adjustable 
tracks allow saving space and rack can 


ngs with 
each set. 


and easily reassembled. 


be extended when necessary, instead of 
buying a new rack. A single unit Glider 
rack is 5 ft. high, 4 ft. wide and 3 ft. 
deep; costs $89.50 with 12 holders. For 
More Information Circle No. 312. 


EYELET TAG DUPLICATOR 
A. B. Dick Co., 5700 W. Touhy. Ave., 
Chieago 31, IIl., Model 48 
evelet tag which assures aceu 
It fits on 


makes the 
separator 


rate single feeding of tags. 


Send now for FREE folder 
on the many office uses of 
X-acto replaceable-blade Knives. 


48-73 Van Dam Street, L.1.C. 1, New. York 


For More Information Circle No. 116 
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HOW XEROGRAPHY spesps paperwork 
cuts duplicating costs $250,000 a year at 


CHRYSLER 


CORPORATION 


SPEEDING PREPARATION OF 


ENGINEERING DRAWINGS 
OFFICE AND FACTORY FORMS 
TECHNICAL REPORTS 
TOOLING AND 
DRAFTING MANUALS 
DEALER BULLETINS 
PRESS RELEASES 
any many others 


Versatile xerography—the clean, fast, dry, electrostatic copying process—is saving 
Chrysler Corporation $250,000 a year! Multiple copies of engineering drawings, 
technical reports, office and factory forms, correspondence, tooling and drafting 
manuals, financial and operating statements, dealer bulletins, press releases, and many 
others are run off on offset duplicators from inexpensive paper masters quickly pre- 
pared by xerography. Among Chrysler Corporation’s accomplishments was the 
reduction of all its central engineering drawings onto offset paper masters by xerogra- 
phy. Drawings were reduced to 12” x 18” size from sizes up to 24” x 36”. Xerogra- 
phy does in a few minutes what used to take hours. It eliminates errors and proofread- 
ing because it is photo-exact. Documents of all kinds are duplicated at impressive 
savings in time and money. 

XeroX® Copying Equipment is widely used in business, industry, and government 


for all types of paperwork applications. Let us show you what it can do for you! 


Write for proof of performance folders showing how companies of all kinds, large and 
small, are cutting duplicating costs and speeding paper work with xerography. 


THE HALOID COMPANY 


56-13X HALOID ST., ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 
The fastest, cheapest, most versatile way to make masters fer duplicating 


For More Information Circle No. 128 
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the feed table of A. B. Dick electric signed and simple to operate. Timing is 
mimeographs and Azograph duplicators, controlled by pushbuttons and there is a 
and saves time in marking tags for iden reverse movement key for feed correc- 
tification and specifications, shipping and tion. Vses Agfa Copyrapid or Gevaert 


delivery, and piece part work systems. Gevacopy materials. This firm also makes 
For More Information Circle No. 361. photocopy machines in other sizes to 
meet all needs and conditions. For More 

PHOTOCOPIER Information Circle No. 346. 
Hermann Wolf GmbH, Wuppertal 
Elberfeld, West Germany, makes the 
Luxacopy, a dry process photocopy ma- 


FILE FOLDER BINDING 
U-File-M Binder Co., Syracuse 1, N. Y., 


makes U-File-M Binder Strips for bind 


chine which can be used in a lighted 
room and automatically produces ready- 
to-use, black-on-white copies in less than ine the contents of file folders. New 
a minute. Machine is attractively de material can be quickly added to the 


Inked Fibbon tachment DUPLI-TYPER 


Increase Production 
Reduce Costs 

Adaptable to all Machines 
Make INKED Copies 
Eliminate Carbon Paper 
Low Cost 





Makes 
1 Original \y 
and \\ 
4 Duplicates Y J Thousands In Use 
eit ~ /- r Many Years 
INKED N Fo y 
RIBBONS 


2. For Bookkeeping Machines 
PAYROLLS, JOURNALS, LEDGER 
AND STATEMENTS, ETC. 
Make INKED Non-Smudging copies 
COMPLETE VISIBILITY of entries 
Eliminate Carbon Collation 
Eliminate Carbon Jackets 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 











For More Information Circle No. 290 
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Uniquely and completely automatic, the versatile Olivetti 
Printing Calculator automatically multiplies and divides, and 
is also a fast 10-key adding machine, with automatic credit 


balance and direct subtraction. Its tape provides permanent 
printed proof of all calculations, for fast, easy auditing. 


The first printing calculator to have a 
separate multiplication keyboard, the 
Olivetti automatically multiplies with- 
out requiring the operator to position 
the multiplicand; all mental counting is 
eliminated; fast short-cut multiplication 
is automatically used. It automatically 
divides; locating the decimal point is 
simple. Double and triple zero keys, found 
on no other printing calculator, and new 
discount key, add extra speed. Proven in 
7 years of use, the Olivetti has a lower 
cost maintenance contract than any com- 
parable machine. 25,000 are in use in the 
U.S.A., sold and serviced by branch of- 
fices and by 450 dealers, in all 48 states. 








Olivetti Corporation of -America 
Dept. GB, 580 Fifth Avenue 
New York 36, N. Y. 


Gentlemen: I’d like to know more 
about your Printing Calculator, that 
makes figure-work quick, easy and 
automatic. Without obligating me in 
any way, please let me have this in- 
formation as soon as possible. 


Name. 


a OPES Oe err 


Street. 





For More Information Circle No. 162 
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Copease corporation opens 
new photocopier dealerships 


The Copease” photocopier is the original 

ofhce photocopying machine which has revo- 

lutionized office procedures throughout the 
world. In the United States, it has become one of the most popular 
and profitable office equipment items. 


In the face of a substantial and steady increase in sales, we are glad 
to announce that increased production and warehouse facilities now 
make it possible for us to offer additional franchises. Furthermore, 
this increased volume has also enabled us to offer a new discount 
arrangement to our 80 present dealers and to offer the same plan to 
new dealers. 


Many good locations not now covered are now available to iit prs 
of proved reliability and effectiveness. These dealers may look for- 
ward to a steady income from the continuous sale of paper to their 
Copease customers. 


All Copease equipment is backed by an unconditional one-year 
guarantee and the quality of Copyrapid paper by Agfa A. G., 
Leverkuse *n, is also unconditionally guaranteed. 

A substantial advertising program operates on a year-round basis in 
leading newspapers, business and oflice equipment journals and 
national magazines. 


See our ad on page 31 


For More Information 


Circle No. 225 For further details write to: 


COPEASE CORPORATION 


270 Park Avenue, New York 17, N.Y. 





folder without dis-assembly, punching or 
tools. The bound folder lies perfectly 
flat, opened or closed. Any size sheets, 
or pamphlets, can be bound in any de 
sired sequence. To use, the adhesive back 
of the binding strip is moistened and 
inserted in the folder. Each sheet to be 
filed is adhered to two of the small 
adhesive hinges on the binding strip. An 
11” binding strip holds 22 sheets or 
pamphlets and additional strips can be 
used in the same folder. Strips come in 
different lengths and with double width 
tabs to file catalogs. For free samples, 
Circle No. 354. 


SMALL DUPLICATING KIT 


Sten-C-Labl, Ine., 2285 University 
Ave., St. Paul 14, Minn., makes the 
Sten-C-Labl Jr. kit for duplicating on 
paper, cloth, wood, plastic, glass or 
metal, Kit contains applicator, plastic 


bottle of permanent ink and 50 Sten-C- 
Labls with printing areas of 1” x 3%”. 
It has many uses such as pre-addressing 
envelopes to regular correspondents, 
changing copy or prices in catalogs, im- 
printing literature, marking property, 
ete. Complete kit is $5 postpaid with 
money-back guarantee. For More Infor- 
mation Circle No. 355. 


PROMOTIONAL MEMO PADS 


Newport News Forms Co., Box 976, 
Newport News, Va., makes memo pads 
with four changes of copy for promo- 
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THE CROWNGLINE hos been acclaimed by the trade, 
for its EXTRA QUALITY, as the FINEST MARKING DEVICES 
EVER MADE CROWN products are made and designed 
stand up under constant use without fear of breakdown 
For that Extra Quality Economy.. . Efficiency. . . 
Faster Delivery insist on the best line... 


“THE CROWN LINE!” 


R. A. STEWART AND CO., INC. 


80 Duane Street +« New York 7, New York 


For More Information Circle No. 241 





tional use. These are printed to order the sorter. It is unnecessary for a skilled 
for distribution to your customers and sorter to make a vast array of small 
prospects. Sheets are collated so that 

the user sees four different illustrated 

copy slants as he uses the pad. This 

makes him more conscious of the adver 

tiser’s messages than he would be if 

every page were the same. Pads are 

made in sizes 44%” x 74%” and 51%” x 

$46”, printed in two colors, with copy at 

top, bottom, or both; and ample writing 

area. Free samples from above address 

or Circle No. 336. 


NUMERICAL SORTER 

Kohlhaas Co., 8012 S. Chieago Ave., 
Chicago 17, Ill, makes the Kohlhaas 
Vertical Sorter for the rapid, efficient 
sorting of checks and any other consecu 
tively numbered media, in three easy 
steps: (1 table-sort media into separate Sudenen NOMINEE Sean none techs 
thousands; (2) sort each unit of a thou ; f 
sand numbers into the sorter by hundreds 
and tens digits; (3) fan or shuffle sort stacks of media. Breakdown of media 


by unit digits as material is taken from into 100’s (step 2, above) is done in the 





FOR ALL NOISY 
OFFICE MACHINES 


Why NOISE causes COLDS 
Surveys show that people working on noisy office machines suffer extreme fatigue 
. . . lowering body resistance . . . making them more susceptible to common colds. 
SOF-'TONE ACOUSTINETS absorb harmful metallic vibrations from noise, thus 
making noisy office machines sound like small machines. Enjoy better working 
conditions . . . increased production—fewer errors. 


© 1060 _— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements 





301 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


For More Information Circle No. 260 
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NEW Select-O-Matic ink 
system can be regulat- 
ed for light, medium or 
dark impressions. 


NEW quick color change 
by easy replacement of 
complete inking system. 


NEW rubber ink rollers 
(instead of cloth) save 
35% on ink and can be 
simply wiped dry for 
color change. 





NEW eye-appeal . . . 
Two-tone tan color com- 
bination fits every office 
decore. 


HAIRLINE registration of 
highest degree and all 
superior features of the 
popular Rex-Rotary 
D-270 were retained in 
this new model. 





For More Information 
Circle No. 404 


REX- KSI DISTRIBUTING COR 


387 FOURTH AVENUE NEW YORK 16, N. Y 








Special 
of fer to 


offices 
with 
adolescents 
and 

playful | 
dr execs & 


es 





ny 











It comes to our attention that firms 
afflicted with the above are not big 
buyers of Schlegel Pull Fasteners. 

These office pests prefer rubber 
bands. Pull Fasteners are worthless 
for stinging secretaries and launching 
small missiles. Pull Fasteners are 
strictly business . . . for holding let- 
ters, legal papers, maps, plans, draw- 
ings—anything important—together 
safely. 

You simply slip the loop around 
the pack, draw one end of the tough 
tape ‘til the noose is snug. A washer 
holds the loop tight until you pull the 
other tape end to loosen. P.F.’s do 
not crimp or tear edges—won't rot, 
never seem to wear out. They cost al- 
most nothing, come in 14 sizes. Mail 
your order today. 


How Schlegel Pull Fasteners Work 


ey, 
LE 











aInG g OMPANY 


Industrial Textiles Since 1885 
“Complete engineering service against weather” 





For More Information Circle No. 240 
178 








| card allows easy 














Roch 7, 4%. 
ISchleg ef ts 


Kohlhaas Vertical Sorter efficiently by 
anyone, in a minimum working area. The 
fan, or shuffle sort (step 3) is made pos 
sible with the sorter and is very efficient 
portion of the ten checks 
behind each guide will always be found 
in consecutive order. If less than 1000 
checks are to be sorted, the table sort 
Metal spacers on each 
action of the sorter. 
division is separated. Air space 


because some 


is eliminated. 


Every 
between cards makes them easily mov 
able and easy to find because every tab 
is readily visible. Kohlhaas also makes 


alphabetical and_ special classification 
vertical sorters in all sizes. For free 
‘Kohlhaas Vertical Sorters, the 
Product and the Answers for Sorting 


Circle No. 341. 
CLEANSING CREAM 
Krayer Mfg. Co., 542-548 Pine St., 
Elizabeth 1, N. J., makes the 
Kleen-All Cleansing Cream which quick 


booklet, ‘ 


ifficiency, 79 


improved 


ly removes all stains such as hectograph, 


spirit carbon, mimeograph, multigraph, 
ballpoint pen and writing inks. It does 


not remove or discolor nail polish. Kleen- 


All is a 100% pure white cream with 
no filler but made only of cosmetic in- 
gredients including lanolin. It will not 
shrink, deteriorate or harden while stand- 
shelf, and is unconditionally 
guaranteed one year. Can be also used 
stains from clothing. Packed 
14-lb. and 1-lb. plastic con 
when empty, are often 
kept by users to hold small objects. For 
a free 2-oz. sample jar, Circle No. 345. 


ing on the 
to remove 


in attractive 
tainers which, 
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One of Your Office Workers May Be 
wo 
Miss Eye-Ease 





—the loveliest Office Employee 
in the U.S.A. 


Miss Eye-Ease of 1955 
NANCY M. SHEA 
Springfield, Ohio 


i“ 
1s 

1 \ tle 

st 
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4 —— mnie co 
—a as ~ 
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Yes, one of your young ladies 
may win an award in the selection, by 
National Stationers, of the loveliest office employee in 
the U.S. A. as Miss Eye-Ease of 1956. 


ik iss Eye-Ease, “ - ” record keeping forms are easy on the eyes 
, : Like Miss Eye-Ease, ‘‘Eye-Ease 

National Eye-Eose” ime “ . ? 

Sheet and Payroll Form — increase speed and accuracy by reducing eye fatigue. What’s more, non- 
two of 1000 different » , 
saints is cotton tread glare, cool green ‘“‘Eye-Ease”’ stock forms are up to 400% less expensive 


by National Stationers. than specially designed forms and are carried by National Stationers. 


Be sure the girls in your office enter the 1956 
Miss Eye-Ease selection. Eleven awards up to $1,700. Your National 
Stationer’s salesman has entry forms, or send coupon below. 


NATIONAL BLANK BOOK COMPANY Praha 


81 Water Street, Holyoke, Massachusetts NATIONAL 
We have some Miss Eye-Ease candidates. Bee 
Please send Entry Forms 
Name 
Company 
Address 


For More Information Circle No. 
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BINDER GUIDE 
Elbe File & Binder Co., Fall 
Mass., has published an booklet 
Leaf Catalog Planning which 
contains useful reference information on 


River, 
idea 


on Loose 


uses, ete., of 


——— $F] 

different 
ring, prong, post, 
blade and 


the capacities, 
style binders: 
flexible metal, lace and 
strap, etc. Drawings illustrate the differ- 
ent constructions and there is a handy 


spring, 


rod, 


\ 


chart for quickly finding the best suit 
binder for 


shown are the 


able a specific purpose. Also 
different punching 


visible when sheet is 


sheet 
requirements, 
thickness of different 
and kinds of paper stocks, ete. For a 
free copy of this helpful booklet, Circle 
No. 350. 


area 


in binder, weights 


DICTATING MACHINE BOOKLET 
American Dictating Machine Co., 65 
Ave., New York 16, N. Y., 
offers a free 12-page booklet, ‘‘Confes- 


Madison 





_ Confessions of a 
Private Secretary 











sions of a Private Secretary,’’ which 


the ‘business uses of Rex Re 


The booklet 
is humorously illustrated but it contains 


describes 


ecorder dictating machines. 


ES RECHENMASCHINEN 


ee 


+ 


HEINRICH DIEHL G.M.B.H. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 


For More Information Circle No. 396 
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letters 
look 
better 


on brighter, whiter 


WESTON BOND 


Just tell your printer to use brighter, whiter 
Weston Bond for your letterheads and match- 
ing envelopes. This fine rag content paper 
costs no more yet makes a striking difference 
in appearance and performance. 


J SON PAR: \ 


< 
rm. eee Pp 
Write for Sample Book (3 i BYRON WESTON. COMPANY 
Address Dept. OF Ns) WNW Sol SRY SST Nol TE a0 8) 


* 
b* 


Makers of Fine Papers for Business Records Since 1863 


For More Information Circle No. 194 





READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 
cooosoee ALWAYS AT SEE LEVEL «+> 


The Read-A-File Cabinet Is a protective file that keeps 
stencils and plates wrinkle-free. It permits ae 
inspection and quick access to any one of up to 400 
stencils or 200 plates. The hanger unit, with 50 clips, 
rides on ball ae Each clip Is on its own rod and 
can be removed wi *# disturbing the others. It's new 
and different. 
DEALER INQUIRIES INVITED. 


METAL SPECIALTIES, Incorporated 


3547 Massachusetts Ave., Indianapolis 18, Ind 
For More Information Circle No. 195 
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complete facts on the equipment, includ 
For a free Circle No. 


ing prices. 


410, 


copy, 


GLUE DISPENSER 


applicator is $1 and the 16-oz. refill bottle 
is $2. For More Information Circle No. 
409. 


FILE FOLDERS 


File & Index Co., 1637 Duane 
Kankakee, LIl., offers newly pack 


Amfile file 


Glue-Fast Equipment Co., 9 
New York 13, N. BS 
Squeeze applicator containing Glue-Fast 


Clean-Speed 


White St., Amberg 
announces the Blvd., 


aged folders sO dealers can 


Liquid Glue which tacks 


File Folders cy 


© Command ot Fatt far Rates Strength 
© Bennd Corners precont Weg: aunt 





immediately eliminating 
The 
applicators are refillable and step up 
unbreakable refill Sealed in 
The 2-oz. to the 


tight almost 


messy 





glue jars. unbreakable 


this item. 


a plastic bag with 12 folders 


Squeezie volume on 


staple 


come with a_ 16-oz. 


bottle of liquid glue for $2.95. package, folders may be easily 


CIOIN/T| I IN|U/O/US 
ENVELOPES 


are written fast and accurately by machine 


— tabulating machines, 
counting machines, addressing 
and billers. 


typewriters, ac- 
machines 


When designed as part of a system, Per- 
felope Continuous Envelopes can eliminate 
other forms and make a one-writing opera- 
tion. 


Perfelopes are made in a wide range of 
sizes and shapes for all envelope uses. If 
you use envelopes in any factory or office 
procedure, let us show you how continuous 
envelopes will save time and money. Write 
today for free facts and samples. 


NEWARK PRINTING CO. 


112 Academy St., Newark, Delaware 





For More Information Circle No. 394 
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A NEW Ca IN DUPLICATING .... 
C 
Handard 
ROCKET 


he latest, the most advanced design in 

s,.completely automatic ...A 

of, long life machine, guaranteed by 

Standargé the Pionecr of Fluid Duplicating in 

; ica. It opens up a whole new world of 

efficiency and economy in handling the mounting 
paper work in today’s business. 


F) 


Just flip the switch and 
quiet dependable power 
makes short work of your 
duplicating. Speed, 120 
copies a minute. 


This feather - balanced, 
efficient lever control 
gives instant automatic 
response at a_ touch. 
Down for a single copy. 
Up for a full run. 


€ é STANDARD DUPLICATING MACHINES CORP. 
CONTINUOUS > . EVERETT 49, MASS. 


Gentlemen: 


The description of your new Standard Electric 


Rocket sounds very interesting. Please contact us for a 


INTERMITTENT 


2 demonstration in our own office. We understand there 
g is no obligation. 
1 


For More Information Circle No. 


Use the handy coupon for a demonstra- * Company 
tion. You will be under no obligation. CR eT RET AEE | : 


STANDARD DUPLICATING MACHINES CORP. 


» EVERETT 49, MASS. Individual 





You Get Things Done With 
Boardmaster Visual Control 





- Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

‘° Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal. Compact and Attractive. 
Over 60,000 in Use 


Complete price $4950 including cards 


FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Traffic, 














55 West 42nd Street @© New York 36, N.Y. | 


For More Information Circle No. 293 


Vy HANDLE PAPERS EASILY, ACCURATELY @ | 
TRY FREE SAMPLE OF TACKY-FINGER 


3 
P Evans Specialty Co., Inc. 


3053 Evans Building acky - ingen a 
B 1800. Grace Street * =. '= & 


; Richmond 23, Va. a 

Send free greaseless, odorless d 
§§ Tacky-Finger. Let me see how it & 
t 


makes paper handling, collating, foolproof 


Name 





é Address , 
Emenee eee eee oe oe 
For More Information Circle No. 294 
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| 


Inventory, | 


24-PAGE BOOKLET NO. F-300 | 


| 


displayed for Dis 


play card in each package prominently 


‘impulse’’ buying. 
displays Amfile name on either side of 
the package. Retailing at 49¢ each, avail 
in full tabs, 
the folders are packed 40 packages (01 
180 folders) to a carton. Minimum ship 
ment earton. For More Informa- 
tion Circle No. 344. 


able cut, %4-cut or %-cut 


is one 


DESK LAMP 
Swing-O-Lite, Ine., 13 Moonachie Road, 
Hackensack, N. J., the 


Swing-O-Lite, constructed 


makes Super 
sturdily ot 
oversized square steel tubing with nickel 
plated that 
justable for tension and always remain 


springs are completely ad 


fixed in position, even on heavy vibrat 


ing machinery. It has ventilated lamp 


housing, hand-knob tension adjust 


360 


full 
head, and 270 


ments, swivel on base and 


swivel on focus angle. 


Lamp is available in a variety of colors, 
with a choice of five mountings (clamp, 
wall, to desk 
table, extension mounting and weighted 
Model SS-45, 


$18.70 


permanent mounting or 
base mounting). 
5* 
of selected mounting ‘ 
WB 


eost of 


which is 
(plus cost 
Model SS-33 with 
$18.20 list (plus 


Designed for general 


long, lists for 


base is 33” long, 
mounting). 
use, especially where fluorescent light’s 
stroboscopie effect is undesirable. A Cool 
Aid Shade is available for use with any 
Super Swing-O-Lite bulb over 
60 watts is Finished in 
bright snaps readily into 
socket, giving the lamp cool operation 
with bright reflection of light. List 
price, $2 each. For More Information 
Circle No. 307. 


when a 
being used. 


aluminum, it 
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NOW with Self- 
Adjusting Poper Feed 
—Keeps tape alianed 
ot all times! 


s! arte 
ps pisak ee 


a 
cit ity nk 


and here’s why: Sensational! That's the only word to describe the all- 
new REGNA Adding Machine! Streamlined as the 


newest cars . . . so low in cost it’s a dream-come-true 
for small business owners. Lets many firms cut ex- 
penses and increase production by supplying a 
machine to every department, to every desk where 
adding is done. It took REGNA engineers years to 
develop an adding machine of such supreme quality 
at such a remarkably low price. It will take your 
customers only minutes to realize that the new 
REGNA is their ‘best adding machine buy"’! 


models with or without direct 
subtraction available 

revolutionary years-ahead styling 
Swedish steel assembly . . . 

Swiss precision counters 

fully automatic safety keyboard) 
ciphers printed automatically 
signals for subtract, multiply, 
sub-total and total printed 
correction key clears entire keyboard 
lifetime handle construction a : REGNA CASH REGISTERS, INC. 
scientifically designed moulded keys a] 175 Fifth Avenue 

trouble-free performance . . . creer New York 10,N. Y. I 
minimum maintenance Gentlemen: 


— Please send more information on the new Regna Adding Machine and outline 
IN CANADA: hace Cosh Registers of Conodo ] edvontoses of becoming a Regna Decler. 

; tid., 704 Notre Dome St. W., Montreal, Que., and 
he Business: Equipment Machines, 469-8 King St. W., 


,™. Toronte, Ont. Address. 
OUTSIDE CONTINENTAL U.$.: Jorgen 5, Lien, Box | 
Norway. City 


Name — a 


507, Bargen, —— 


re atin SB i esis iio in wn ris Bs idee OU OE Hon i cs 
For More Information Circle No. 
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SAVE MONEY 
Me Me 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 


interleaving. Possibilities of sim- 
plification and savings are prac- 


tically unlimited. Perfect for all 
forms — from small, receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet 
“How to save with SPOT 
CARB.” 








56 LAFAYETTE STREET, NEW YORK 13, N. Y. 


Send samples of SPOT CARB forms and | 


free booklet "How to save with SPOT 
CARB" 


SIGNED 
For More Information Circle No. 233 


186 


ed on 


| adhesive 


| This company ’s new 


COLLATOR-SORTER 
Associated P.O. 
Los Angeles 39, Calif., makes 

36-division up to 
814” x 11’, 14” long. Di 


viders are made of aluminum and mount 


Industrial Designers, 
Box 39652. 
ecollator, for sheets 


which is only 


aluminum bound base which has 
teet. May be 


labels, 


rubber indexed with self 


and used as a_ sorter. 
literature shows all 
available to dealers and 


For More Information Circle No. 


their equipment 


users. 


| 320. 


POSTING MACHINE 
National Cash Register Co., Dayton 9, 
Ohio, makes the No. 42 


new 


installment 


window posting machine, in design 


and priced within range of stores having 


number of time 


The 


individual 


a moderate payment 


aceounts, eustomer’s passbook or 


record and 
posted at the 


and the 


statement, ledger 


daily journal are same 


time in original print, entire 
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Your key 


to com plete 


photocopying 


satisfaction! 


Write us . . . without any obliga- 
tion. Your inquiries will have our 
prompt and interested attention. 


PHOTOSTAT is the trademark of PHOTOSTAT CORPORATION 


PHOTOSTAT 


Photocopying equipment and the copies 
it produces are as different as the variety 
of subjects it copies. Only one line carries 
the time-honored name of “PHOTOSTAT” 

. . the registered trademark of PHOTO- 
STAT CORPORATION. 


Together with the splendid MICRO- 
TRONICS Microfilm Equipment which we 
manufacture, the large family of PHOTO- 
STAT Photographic Copying Equipment 
and Paper now available is designed to open 
the door, for every user, large and small 
alike, to the best there is in photocopying, 
on both paper and film . . . the accepted 
modern method for making and preserving 
economical, error-proof copies of anything 
printed, written or drawn. 


What’s more . . . expert advice as to 
what is best for your needs is yours for the 
asking from our representatives located 
throughout the United States and in Canada. 


299 STATE STREET, ROCHESTER 14, NEW YORK 


CORPORATION 


Offices in principal cities and Toronto, Canada 


For More Information Circle No. 107 
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CAPACITIES UP TO 
12 visting 
13 TOTALING 














FABBRICA ADDIZIONATRICE ITALIANA s-4 


VIALE UMBRIA 36-MILANO -ITALY 


For More Information Circle No. 229 
188 


ent?y-os-locked within the machine as it 
is made. All types of installment loan 
transactions, ineluding charge _ sales, 
down payment, received on account, re 
turns, allowances, ete., are speedily han 
died at the cashier’s window. The new 
balance, or credit balance, is automati 
eally computed and printed on both pass 
book and ledger card each time a post 
ing is made to an aecount. Thus all 
records are up-to-date and in proof on 
a day-to-day basis, eliminating errors, 
duplication of effort and lack of control 
inherent of pen-and-ink systems. Cash 
sales are also run through the 42. Both 
original and duplicate copies of a sales 
slip may be certified as the sale is reg 
istered. Paid outs are machine-vali- 
dated and added into an individual total. 
The 42 may be used as an adding-sub- 
tracting machine at any time, without 
disturbing any of the accumulating 
totals. At day’s end, the machine is 
unlocked and ten individual totals are 
printed on a daily report which gives 
a complete and detailed picture of the 
day’s business. For further Information 
Circle No. 314. 


EXPANDING WALLET 
Smead Mfg. Co., Hastings, Minn., 
makes an Expanding Wallet of Smead’s 
Leather-Like material with metal Glyd 
Loe fastener. The material, which looks 


like leather, is not affected by dampness, 
perspiration, mineral oil, grease or most 


detergents. Fresh ink spots can be wiped 
off; dry ink spots come off with a damp 
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cloth. The material also resists rain, 
sleet and snow making it ideal for carry- 
ing on the street and overnight use. The 
brass fastener is easy to use and adjusts 
itself to the thickness of the expanding 
wallet. Smead’s Expanding Wallets are 
economical and long wearing. For More 
Information Circle No. 328. 


INTERLOCKING MARKERS 
Force Western, Inec., 216 W. Jackson letters and numbers with which a finished 
Blvd., Chieago 6, Ill., makes Add-On desk nameplate can be made in a minute. 
interchangeable and interlocking plastic Also suitable for making one or two line 


New mailing scale 
for the small office! 


Now even the smallest office can have a precision-built 
mailing scale that saves postage costs and mailing time—the “4900”, 
This compact little beam scale has a built-in computer that 

shows exact postage required from 4% ounce to | pound. 
Prevents loss of money through the overpayment of postage . . 
prevents loss of customer good will through the underpay ment 
of postage that results in annoying “postage due” 
The **4900” is the newest member of PB’s line of five precision 
mailing scales, for small as well as large mailers. One 
model handles parcel post up to 70 pounds. Ask your nearest 
PB office to demonstrate, or write for free, illustrated booklet. 


& PITNEY-BOWES 
Mailing Scales 


PITNEY-BOWES, INC. 
3482 Walnut St., Stamford, Conn. 


Originators of the postage meter 
.. offices in 94 cities 


FREE! Handy desk or wall 
chart of Postal Rates, with 
parcel post map and zone 
finder. 


For More Information Circle No. 264 
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emecy 


FOR CORRESPONDENCE HEADACHES 


Everyday correspondence like or- 
der acknowledgments, answers to 
inquiries, and promotion letters, 
can become an expensive headache 
in every busy office. The economi- 
cal remedy is to handle this work 
the Auto-Typist way. Auto-Typist 
equipment, operating any standard 
typewriter automatically, can pro- 
duce error-free personal letters 21/2 
times faster than your fastest typ- 
ist... up to 500 letters a day! 

Salutations, fill-ins are typed 
manually, but the rest is auto- 
matic. Thousands of offices, both 
large and small, use Auto-Typist 
pre-composed paragraph selection 
system to cut their correspondence 


Return the coupon for 
complete details about 
this automatic way to 
end costly correspond- 
ence headaches. 


American Automatic Typewriter Co. 
Dept. 51, 2323 N. Pulaski Road 
Chicago 39. Ill. 


Name 
Company 


Address 


For More Information Circle No. 289 


signs, slogans, ete. A box of stock char- 
acters will make from 10 to 15 name- 
plates. Letters are 4%” high and numerals 
54” high. Numbers can be used for price 
signs, quota figures, etc. Characters come 
in black-on-white, white-on-black and 
brown-on-ivory. Anyone can do it and 
the characters are washable, low in cost, 
and will last indefinitely. For More: In- 
formation Circle No, 327. 


DESKSIDE FILE 
Oxford Filing Supply Co., Garden City, 
N. Y., makes the Pendaflex Tu-Dror File, 
a junior file with lower drawer. When 


the top cover 1s lifted back, a complete 


upper file drawer is revealed. The high- 
sided bottom drawer is ideal for file 
folder use and for a variety of non-filing 
purposes. Drawer rolls in and out easily 


on four ball-bearing rollers. The entire 
Tu-Dror file moves easily and_ con 
veniently on oversize easters, one of 
which is fitted with a pedal brake. Avail 
able in both letter size and legal size, 
in a smart neutral gray which harmo 
nizes with any office color scheme, the 
Tu-Dror File is $29.95 for letter size, 
$36.50 for legal size, in quantities under 
five. Slightly higher in south and west. 
For More Information Circle No. 303. 
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How To Get Your FREE Ribbon With your present ‘carbon 


paper ribbon, type this line on your business letterhead: “Saw your ad in the 
January issue of The Office.” Include make of typewriter and your name. Mail 
to Columbia Ribbon and Carbon Mfg. Co., Inc.,961 Herb Hill Road, Glen 
Cove, N. Y. *Note: Carbon ribbons do not fit fabric ribbon-using typewriters. 


RIBBONS - CARBONS + DUPLICATING SUPPLIES 


For More Information Circle No. 164 
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Save Time--Reduce Damage 


with SYV7RON 
ENVELOPE JOGGERS 


Automatically align contents of en- 
velopes for fast, clean opening by 
manual or machine methods. Jogger 
loosens and shakes down envelope con- 
tents in a few seconds—speeds office 
procedure. 





Homer City 
110 Volt, a-c 
operation 


Eliminate Torn or Disfigured 
Correspondence. 


Correspondence can 
be opened quickly 
and safely without 
danger of mutilation 
—prevent damage to 
important messages. 


Write today for 
complete catalogue 


SYNTRON COMPANY 


715 Lexington Ave. Homer City, Pa. 


For More Information Circle No. 255 
192 


DESK ORGANIZER 
Mayer Mfg. Corp., Stationery Div., 
3130 West 51st St., Chicago 32, IIl., 
makes the all-metal Mayco Sta-Rite Desk 
Organizer with seven sections and rubber 


feet for protection of all surfaces. It is 


brown 
The new design of the 


either hammertone 
or gray finishes. 


Sta-Rite 


available in 
Organizer complements 
Individually 
without any 
For More Infor- 


any 


desk, promotes efficiency - 


boxed, easily assembled 
$6.50. 


373. 


tools, priced at 
mation Circle No. 


INSULATED PLAN FILE 
Safe Lafayette, Ind., 
Burglar Proof Fireproof 
with drawers to hold 


Schwab Co.. 


makes a and 


Plan File 


sheet Ss 


up to 41” x 30”. Removable dividers are 


available to partition drawers for vari 


ous size sheets. Files ean be had with 
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the world with the film attached to #f 
backs without any glue or other form o 
adhesives —the greatest improyement in 
-stencils since we originated the m toy 
stencils 25 y as : 


No muss or 


removing film to 
together of stencils e. And i 
“the film will never fall ff the backs 
stored-on your shelves for years. 


Available in all colors and for all Ameri- 
can and European duplicating machines, 
all in our world-famous Klean-Write 
quality stencils. 

Sounds wonderful! 

Please send me full information on the Klean-Write 
Plio-Weld Film Stencil right away! 
SigAOd)........c0000 


Addresz..... 


City 


NKEL MANUFACTURING COMPANY 


285 RIO GRANDE BLVD, © BENVER, COLORADO 
*Paf, Pending e 








For More Information Circle No. 
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You’d expect to find the Infra in the usual high price bracket . 
but the LL for 56 was engineered for the latest mass 
production methods which permit amazingly low cost. 


The Infra Zimecto*r for ’56 is something entirely new in 
disc-dictating machines. It provides more features and greater 
performance with prices to one third (14) less than comparable 
machines. 


Arrange for a demonstration of the Zimecto-r ’56 and see 
what it can do for you and your business. 


INFRA ELECTRONIC CORPORATION - ROSELAND., NEW JERSEY 
For More Information Circle No. 179 
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3, 4 and 5 Each drawer is 
high inside; protected by 2” of insu 
on top bottom 


insulation in 


drawers, 


it and with 3” of ap 


ease, All 
and 


roved outside 
latches 
locking mechanism, The 


stacked to 


lrawers have thumb each 


init has 
electrie¢ 


t-point 
welded units can be 


any height. Drawers operate smoothly 
m ball bearing rollers and have a 
hood lift hold 


blueprints, unit 


rear 
Compressor to 
ete. A 5-draw 
20” wide, 34” high, 36” 


vreen or gray. 


drawings, 
measures 
deep; finished in 
Approx. shipping weight, 
1000 lbs. For More Information Circle 
No, 347. 

PORTABLE TYPEWRITER 


Facit, Ine., 404 Fourth Ave., New York 
16, N. Y., makes the Halda Portable 
l'ypewriter of quality Swedish — steel, 
This machine has standard size keyboard 
and other 


machines, A 


many features of full size 


sound-absorbing bottom 


plate protects against shock and dust, 


bottom 
The 
machine has five-way touch control and 
three different 
simplified formula 


while the rubber frame on the 


gives a firm grip on all surfaces, 


The Halda 


and 


typing. 


portable weighs less than 12 Ibs. 
comes in an attractive leather traveling 


For More Information Circle No. 


case. 


348. 
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line space positions for | 


ee anaie 
SURCHAGE ORDER ©. 
Oo ily 











THAT SPELL 
CO-N-T'R'O'L 


WITH A PURCHASE ORDER FORM 


you KNOW the price the quantities, 
delivery date and all facts regarding the 
purchase. 


WITH A RECEIVING FORM 


you KNOW what you receive, from whom, 
when it is received, and where it goes. 


The New. 
AMERICAN 
REGISTER 


Last word in 


Accurate 
Performance with new and 


control standards. 


improved 


WRITE DEPT. 01 
AMERICAN REGISTER CO. 


Business Forms and Registers 
FIRST AT K STREETS 
BOSTON 27, MASS. 





For More Information Circle No. 277 
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on the Pays-for-itself” 
aalolal 


Finest professional 

* quality photo lettering & 
display type 

The Filmotype low cost ‘'Pays- 

for-itself’’ Plan gives you the 

to use America’s 

No. 1 photo composition ma- 


opportunity 
chine in your plant or office 

without buying! You can return 
the Filmotype atany ume! When 
lo decide to buy a Filmo- 


you <« 
only the difter- 


type, you pay 
ence between rentals paid and 
total purchase price 


@ Over 1 


Write TODAY for complete 
details and demonstration! 


FILMOTYPE 


60 W. Superior St., Chicago 10, Ill. 
4 W. 40th St., New York 18, N. Y. 


For More Information Circle No. 
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priced Model 814-B burglar 


one. 


surance Manual Class E 


W hich are 


MONEY CHEST 
1672 Oakwood 


nk Steel Safe Co., 
the low 


| 
Toledo 6, Ohio, makes 


resistive 


all businesses, It Cal 


chest for 


ters Laboratories Relock 


and qualifies for In 
Mereantile Rates 


ce Label 


14-50% lower than rates for 


resistive safes without burglar resis 


lo assure double protection 


theft, the Meilink 


chests. 
ist both fire and 
bolt or lug chests can be welded into 
any Melink safe of appropriate SIZe. 
The Model 814-B, which retails under 

has a solid 1”-thick steel body and 
thick dimensions ar 
x 814": 


door. Outside 
6” x 6” 
Thirteen other 


chests are 


8S” x 12”; inside, 
weight 150° Ibs. 
resistive 


Meilink burglar 
burglary insur 


The reduetion in 
emiums can pay for a burglar re 
For More Information 


1 
S e enest, 


Circle No. 326. 

VISUAL CONTROL BOARD 
Corp., 178 Mosel 
Ave., Staten Island 4, N. Y., makes 


Magne-trol Control Boards, which con 
: steel board which 


Methods Research 


magnetic 
There are 


of vari 


visual elements. 
Alnico permanent magnets 
us olors am 


1 sizes, magnetie card 
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holders 


formation, 


for typed, printed or written in 
for 


for 


supporting units pictorial 
acetate tape maps, 
charts, graphs; graph paper, colored plas 


tic bars for charts, 


presentation, 
circular identification 
and straight 
magnetic 


stickers 
All the 
for a 


and curved arrows. 
elements are 


lifetime of operation. 


guaranteed 


The user 


hole be fe! 
eéhau 


PLT : 


selects the 
best for his purpose. 


trol 


will be 
Magne 
costs $24.50, but 
to order. A Trial 
‘‘risk nothing’’ basis 
full 


that 
Standard 
Board is 24” x 36”, 
any built 
Kit is offered on a 
at $4.95 which 


only elements 


size can be 


will be refunded in 





REVOLUTIONARY 

e RAPID 

Ay RITER 
if ae. 

The most 

scientifically 

designed writing 

board on the market. Standard forms 

for Payroll, Accounts Receivable, 

Accounts Payable. Useful for other 

applications. 


Write for brochure, sample forms, 
and dealer information. 





BUSINESS SYSTEMS INCORPORATED 
2619 SANTA FE AVENUE 
LOS ANGELES 58, CALIFORNIA 


For More Information Circle No. 407 
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Stop “Traffic Jam” Offices 


Oe 


» \ Ee 


with new 


2 MP MOBILWALL Jrs. 


Working in many offices is as bad as working 
in the center of a busy intersection. Noise, 
people, confusion, mistakes, clatter. The 
way to cure alli this fast is with new VMP 
MOBILWALL Jrs.—a low-height version of 
famous movable, metal VMP MOBILWALL 
partitions. 


THE LOW HEIGHT (42”, 54”, 68”) of VMP 
MOBILWALL Jrs. and the variety of widths 
(9” to 66”) make them ideal for sub-dividing 
office areas to create private offices, inter- 
viewing booths, reception areas. MOBILWALL 
Jrs. are installed in minutes, with no high- 
priced labor needed. You can even install 
them yourself! They can be moved as easily 
as office furniture—to meet any future floor 
plan. Colors are restfully attractive; surfaces 
are cleaned with soap and water, keep look- 
ing new for years! Steel, glass, or plastic top 
panels can be added at any time. 


FOR HELP IN PLANNING YOUR OFFICE 
LAYOUT, call us now. We'd like to 
show you the newest and best in office 
partitions —-VMP MOBILWALL Jrs. They 
stop ‘‘traffic jam”’ 
offices ... create 
peace and privacy 

. drastically in- 
crease the effi- 
ciency of your 
employees! 


IRWIN CASPER, INC. 


| 401 Broadway, New York 13, N.Y. 


WAlker 5-2555 + 6-4218 


For More Information Circle No. 408 
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Now... Carbon 
“Weather Cond 


da 


Carter's Special Occasion 


Carbon Paper 


Special Occasion is more than a good car- 
bon ... it is the result of an entirely new 
approach outperforms and outwears 
ordinary carbons because of an exclusive 
Carter development, the “Weather Condi- 


tioned” formula. 


Your own test will do more to show you 
why “Weather Conditioned” Special Occa- 
sion Carbon is the carbon for your office than 
anything we might say. 


Make your own rigid test. Write us for 
samples, telling us whether your office has 
electric or recular typewriters, and how 
many copies your secretary usually makes. 
Then you ll know why *"W eather Condi- 
tioned” Special Occasion is the most modern, 
yet the most economical carbon your office 
can use. 


On Sale at Leading Stationers and Office Outfitters 


THE CARTER'S INK COMPANY 
CAMBRIDGE 42, MASSACHUSETTS 
For More Information Circle No. 236 
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within 30 days if not fully satisfied or a 
full credit will be 


purchase of a full 


applied against the 
board. For illus 


No. 309. 


SIZe 
Circle 


trated brochure 


ADDER CASH DRAWERS 
Indiana Cash 
Shelbyville, bi 
Drawer 
National 
The 


vice 


Drawer Co., Box 236-B, 


makes three Cash 
with 


SSH. 


models expressly for use 
Adding Machine Model 
Cash Drawer includes: rewind de 


with lock-on housing; designation 


strip; and open and close lever which 
permits without 
The adding machine is 
available with a choice of keyboard ar 
total lock, dial shutter. The 
Drawer is available from Indiana 
Cash Drawer Co. and the adding machine 
from National Cash Register Co. For 
More Information Circle No. 316. 


OFFICE CHAIRS 
Wells Chair Corp., Michigan City, Ind., 
offers their Wells 
Aristocrat styles. 
There is a 


use of adding machine 
the cash drawer. 


rangements: 


Cash 


new catalog showing 
office 
executive pos- 
without 
tilting seats and backs, 
leather, Naugahyde 


chairs in all 
wide choice ot 


ture chairs, with and synchro 


upholstered in 
and 


ore 
gros 


point in 
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choice of colors. Then there ure secre- 
tary and receptionist posture models, 
and side and arm chairs. All chairs have 


aluminum frames and eushioning in all 


models is thick, latex foam rubber. The 
catalog illustrates all models and con- 
tains complete specifications. The chairs 
are moderately priced, For a free copy 
if the catalog Circle No, 338. 
MACHINE CARRIER 

Ken Campbell Office Equipment Co., 

605 Conant St., Maumee, Ohio, announces 


the Wheelit office machine carrier for | 


salesmen who ean slide a machine from 
their car onto the Wheelit platform and 
wheel it to the prospect or customer. 


The Wheelit climbs curbs and stairs, and | 
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that vives 


ao 
= 
I 


plus ong 


‘arter’s Super 


Nylon Ribbon 


Carter’s “Super Nylon”, with the 
Silver Tip, gives typed letters that 
“steel engraved Executive Tone.” 

Carter's “Super Nylon” gives you 
more “mileage” per penny than ordi- 
nary ribbons. 

Carter's “Super Nylon” comes in 
three inkings, and in special tough 
fabrics for hard-pounding electric 
typewriters ... 

These are just three good reasons 
why Carter’s Super Nylon ribbons 
are actually less expensive than ordi- 
nary “economy brand” ribbons. 

For real proof of Super Nylon 
superiority, buy a dozen from your 
local dealer. Give that trial dozen 
your own rigid test and see why Super 
Nylons are better. 


On Sale at Leading Stationers and Office Outfitters 


THE CARTER'S INK COMPANY 
CAMBRIDGE 42, MASSACHUSETTS 


For More Information Circle No. 235 
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| 4 
Safeguard Confidential 
Papers from Prying 





2k 
UNREADABLE 
SHREDS COME OUT 
HERE 


NEW SHREDMASTER 


rail 
Ba na 


Portable office paper shredding machine 
quickly, easily, and effectively destroys 
confidential papers and obsolete records 
in your own office. Quiet, compact. Safe 
and easy to operate! New low price! 


FREE 10-DAY TRIAL. 
Write for free illustrated descriptive folder 
with details of 10-day trial. 


Ask for brochure 71/4 


Fhe SHREDMASTER @../. 
9 East 40th Street, New York 16, N. Y. 


Manufacturers of the most complete line of 
Cffice and Industrial Shredding Machines! 
A Division of Self Winding Clock Co., Inc 














For More Information Circle No. 331 
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its 261%" axle allows it to pass through 
the average door, Folds for casy storage 
or earrving in car trunk. Retails at 
$44.95. For More Information Circle 
No. 306. 


ADDING MACHINE 

Fremaco International, Inec., 188 W. 
Randolph St., Chicago 1, IIL, offers the 
Summira Adding Machine at $45.50 in 
cluding exeise tax. Machine has finger 
contoured keyboard (no stvlus is needed 
and all nylon gears requiring no servic 
ng or oiling. Each individual entry can 


he positively cheéked. Other features 
include direct subtraction and optional 
locking device for automatic clearing. 
Totals up to $99,999.99. The Summira is 
13,” x 6144” x 5”; weighs 414 lbs. and 
is fully guaranteed. Plastic cover is 
provided at. no extra cost. For More 
Information Circle No. 342, 


AIR CONDITIONER COVERS 

3udlew Products Co., 3535 W. Cortland 
St., Chicago 47, Ll, makes Air Condi 
tioner Covers of plastic coated fabrie and 
heavy gauge low flex film plastic with 
bellows construetion for the tightest pos 
sible fit. These weatherproof covers ef 
fectively protect the vital parts of the 
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air conditioner, top, vented sides, front 
end and bottom edge, preventing pene 
tration of moisture, cold, rain, snow and 
lirt. A double tie cord assures a snug, 
secure installation. Priced to retail at 
$5.95, the all vinyl coated fabric covers 


are available in a choice of colors in sizes 


MAC THE MAILMAN SAYS: 


Speed Mailings, Save Money 


Zi Ba with 
aaw. 


OUPLISNAP. 


Saves time! Saves money! 
They're a snap to use! 














@ Duplisnaps are carbon inter- 
leaved. No carbons required! 
33 perforated, gummed labels 
to a sheet. Each label (2'%6” x 


to fit every popular make and » of 


room air conditioner. The heavy gauge 


film plastic cover, available in tan, trans 
lucent clear, and gray laminated to black 
on inside, retail at $2.95. Each cover 
comes packed in a self-selling envelope, 
For More Information Circle No. 299. 
COPYHOLDER 

Edanbob Mfg. Co., 1906 N. Cicero, Chi 
cago, Ill, makes the Kopy-Aid Copy 
holder with magnetized lineguide which 
can be placed in any position and will 


securely hold up to six sheets of paper. 


1”) is large enough for a four 
line address. 


Saves hours of typing — 2, 3, 
4, 5 or 6 labels can be typed 
in one operation. 

Labels typewriter-spaced for 
quick typing. 

Labels perfectly aligned. Once 
you co-arrange the top edge of 
a set with the aligning bar on 
typewriter no further adjusting 
needed. 

One quick ‘‘snap"’ removes 
carbons intact . . . no tedious 
and time-wasting hand sep- 
arating is needed. No carbon 
smudges on labels! 


Each sheet in a set is numbered 
in sequence on bottom tab... 
simplifies sorting into groups 
which allows successive mail- 
ings to be sent out in an orderly 
sequence. 


For complete details send for your free 
copy of “Speed Your Mailings’’ with 
free samples 

EUREKA SPECIALTY PRINTING CO. 
518 ELECTRIC ST., SCRANTON 9, PA. 


For More Information Circle No. 246 


Both holder and guide magnets are dura 
ble Alnico and will last indefinitely. 
Overall dimensions (closed position) are 
124%” x 9” x %”. Sturdy, all metal 
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a for Business 


METAL SIGNALS 
WN u- “Vi I ) e for Vertical Records 





METAL SIGNALS 
——_ Visible — 


No. 
04 


No. 
09 


No. 


02 
TRANSPARENT 


Cellugraf SIGNALS 


for Visible Systems 





TRANSPARENT 


Crimpgraf "ansrare 


Signals for Protected Visible Cards 





\ Grandor 
mh lll a 


Also a full line of Maptacks 
and Map Flags 


Free Descriptive Folders Sent on Request 
GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


For More Information Circle No. 243 


unit. 


types of nited 


( omplete 


truction. st ful satiny glare 
finish. 
lbs., 


automatically. 


con ereen 


unit weighs less 
po 
tipped 


proot 
than 2 
sition 


locks to easel 
Rubber 
prevent 


opens and 
and 
side 
and kept in 


knobs on_ base sliding 
scratching. Can be 
o! be 
when not Priced at 


For More Information Circle No. 


used on either 


desk and may closed 


desk drawer in use, 


$6.95, 


310, 


} 
I 


-ejling 
ceiling 


DD 
“air 
their stock 


AIR CONDITIONERS 
Worthington Corp., Harrison, N. J., 

1956 of Flexi-Cool 
ioners in 2, 3, 5 and 7% hp sizes. 
the 


connected 


an 


nounees its line air 
eondit 
W here Flexi cool sec 
to 
Flexi-cool instal 
office with 


as a complete 


water 1s scarce, 


mav be an 
condenser, 
de in any 


ssembled 


idaptable to practically 
installations. 
floor or hung 
may be arranged 


ms to enable verti 


space 


avy be mounted on on 


joists. sections 
Various combinattie 


or horizontal positioning, with 
ete flexibility n 


intake and 


eom 
arranging position of 
delivery. Dealers can cut 
problems vet still have enough 
take 


Dimensions 


r conditioning equipment to eare 


ariety of applications, 


and 5 hp units are approxi 
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itely 24” high x 38” wide x 21” 
np is 39” x 43” x 26". If a 
desired, Fle 


deep; 
remote 


tallation Is ‘x1-cool blower, 


ooling coil, installed as a unit 


a Flexi-cool watercooled condensing 


or an aireooled condensing unit can 


installed in a location. For 


More Information Circle No. 352. 


remote 


LETTERING INSTRUMENT 

Madison 1, Wis., offers 
Professional Lettering,’ 
illustrates 


anyone 


Varigraph Co. 
a free booklet, ‘‘ 


irigraph 


describes and how the 


allows to produce fin 


shed lettering at a fraction of the cost 


of handlettering, The Vai 


- 


uses 


graph 
vst 
a\ 


et” 


33® 
& <a a2 


cot 
AN ane> 


ye* 


go ° 
49 
wo at 
. os 

‘jem 
oh art 


1 @ y 


a 

“ws 

ght metal templates with dial adjust 
of the height and width of letters. 
More than 600 sizes and shapes of letters 
there 
lettering styles avail 
Numerals 


included. 


made 
different 
template 


can be from one template and 
are 150 
able in 
complete punctuation marks are 
Varigraph made, for 
letters up to 2” high. For the 
Circle No. 298. 


form, and 


Two models are 
making 


free descript ive booklet, 


LIGHT BULBS 
Nela Park, 


improvements 


General Electrie Co., Cleve 
land 12, Ohio, 
in incandescent 
light 
to 15% in lamps of 
No additional 


The improved 


announces 

bulbs 
from 6% in smaller 
S00-watts 


electricity is 


which increase 


output lamps 
and over. 
required, 
tungsten filament is 


mounted lengthwise in the new lamps 


For More Information Circle No. 371—~ 


attractive 
® 


office aids 


® Capillary-action Handi-Pen desk 
sets end refilling nuisance. Tre- 
mendous fresh ink supply in base 
assures easy, effortless. writing 

® Moisteners — complete line for 
every need 

® Cata-Rack keeps heavy catalogs 
and books filed, easily accessible. 

® Adapto-Rack clears the desk for 
action! Adds business like good 
looks to any office. Very flexible. 

® Kleradesk organizes papers — 
keeps desk neat 

® File-A-Sist saves time, cuts filing 
fatigue. Hooks on any file drawer 
— leaves hands free for easy filing 


® “Build-Up"’ Desk Tray — used as 


single trays or in stacks of two 

three or more. Always a neat, 

clean desk. 

Visit or 
Office 


Stationery or 
Today! 


call your 
Supply House 





If not available locally, 
send for any Sengbusch Office 
Aid on 30 Days FREE Trial. 








Adapto- 
‘*Build-Up"’ Rack 


Desk Tray 


ugluok: 


Capillary-Action 
Handipen Desk Set 


Sanitouch 
Moistener 


No-Over-Flo 
Sponge Cup 


Ideal Moistener 


Cata-Rack 


ie 
Kleradesk 
(Steel and Steelless) 


(nen ~ 


1216 Sengbusch Building * Milwaukee 3, Wis. 





THE 
COMPLETE LINE 


hae 
PEC) 
FOR EVERY 


MACHINE POSTING NEED 


Aches 
> 


POSTING TRAYS 
AND STANDS 


Tray models for 
sheet sizes from 7" 
sg 15" to 7" 2:42". 
Stands available in 
skeleton, fully en- 
closed or with 
Filing Drawer. 


PORTA-MATIC 
POSTING TRAYS 


Porta-Matic 
Trays avail- 
able in 12", 
14%", 18" 
and 23%,"' lengths 
and ten widths 
from 5" to 17". 
Lightweight — 
portable. 


REGISTER FORM TRAYS 


Five sizes for all standard 
register and sales book forms. 


¥ la ; 


mm 


POSTING BOX 


For payroll and other rec- 
ords requiring small capac- 
ity containers, Will accom- 
modate sheet sizes 9” x 11", 
12” x 12”, 14% x 12” and 
16” x 12”. Capacity 3”. 


For prices and descriptive literature, write 


POSTING EQUIPMENT CORP. 
1026 Niagara St. 
Buffalo 13, N. Y. 


Canadian Representative: J. J. Carter Agencies 
90! Yonge Street, Toronto 5, Ontario 


For More Information Circle No. 256 
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coiled filaments are used in 
the larger bulbs. This permits the fila 
ment to burn brighter at higher tempera 
life. 
concentrated in a smaller 


Circle No. 


and double 


tures without shortening its Bulb 
darkening is 
area. For More Information 
358. 


SIGNMAKER 
Avondale Ave., 


Line-O-Seribe 


Morgan Co., 3984 
Chicago 41, Lll., makes the 
Model MR1422 


produce quality signs in 


with which anvone can 


any SIZe up to 


and 
The 
and convenient to 


Circle No. 


14 x 22” in various type styles 


colors, and with illustration cuts. 
dey ice Is eon pact, 


use. For More Information 


321. 


SMALL MAIL MACHINES 
I ne., 


"die package’ 


Pitnev-Bowes, Stamford, Conn., 


offers featur 


ing the Model 
than 


DM postage meter, little 


larger dial telephone, and a pre 
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1216 Sengbusch Building * Milwaukee 3, Wis. 


Mark of 
Best Values in 
Better Business Forms 


BONNAR-VAWTER 


i) Om OR 2 OM. ow mi a 2) 


CARBINFOLD FORMS 
delivers the finest in FANFORM SNAPAPART FORMS 


TABULATING FORMS 


-... IMPRINTERS, BURSTERS, DECOLATORS, STUB REMOVERS 


PLANNING SERVICE AND FACTORY: 
1717 EAST 3OTH STREET. CLEVELAND 14, OHIO- 


For More Information Circle No. 258 


AN AMAZING NEW INVENTION ay Was 


ql| EJECTOR WHEEL : 
SU 


even over solid printed areas : 


FITS ALL 1200-1250 
MULTILITH PRESSES Now, for the first time, you can do away with all printing 


streaks due to ejector wheels running over printed areas. 

This simple, but ingenious new STREAK ELIMINATOR is a necessity 
for every Multilith press. Simply insert wiper pad, squeeze on some 

cleaning fluid, and merely snap on STREAK ELIMINATOR to 
Ejector Wheels (as illustrated above). Multilith presses are now 


CUTS PAPER WASTE! ready to run... free of Ejector Wheel Streaks. Besides the obvious 


savings in running time, you can DO AWAY by Lis PAPER WASTE by 
printing on stock pre-cut to finish size. The EJECTOR WHEEL STREAK 
CUTS RUNNING WASTE! ELIMINATOR will pay for itself on the first few jobs vou use it 
UNCONDITIONALLY GUARANTEED 
COMPLETELY GUARANTEED! 
4\ Seseeeeeeeeeeeeeeeeeeeeeeeeeeeeaae 
THE EJECTOR WHEEL STREAK /(-- = >\ * ROLL-O-GRAPHIC CORP., 
ELIMINATOR comes comolete\\ }s \ a 133 PRINCE ST., N.Y.C. 
with a full year’s supply of pads, \ \ ; DEPT OF] 
plastic squeeze bottle, and a gen- \ Y COMPLETE itlemen 
erous supply of STREAK ELIM- UNIT 
INATOR FLUID. Additional $A95 
wiper pads can be reordered i 


through your authorized ROLL- id ONLY 
0-GRAPHIC dealer. 


A 


rer 

Please enter my ord 
Ejector Wheel St 
understand this unit 
unconditionally guaré 


i TITLE 
ADDRESS . 
ROLL-0- GRAPHIC EEN RIS OUR G1. h WE: -cocesaetsctbosesdciiccsunseecces 


For More Information Circle No. 259 





MANUFACTURED BY 
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fh oa the dirt out of type- 


writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly. 


IAM 


Press it on all of 


rub. 


the type. Do not SS 
‘, 7 MNS 


Fold the putty 
upward to origi- 
: nal pyramid shape 


NO MESSY LIQUIDS to remove nail polish, 
spot or spatter clothes. 


NO HARMFUL FUMES to couse headaches 
or colds. 


To make neot erosures—just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
oe Ese ee 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 269 
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| the baby postags 
} any amount, 





cision 16-ounce computing mailing seale. 


lt includes the user’s choice of a post 
mark advertising plate, as well as a 


postal rate and information chart and a 


| parcel post zone may. The DM postage 
| meter stamps and seals mail of all kinds 


and classes. By simply ‘‘dialing’’ the 


| stamp value wanted and pressing a lever, 


meter prints postage of 
complete with dated post 
mark and, optionally, the user’s own ad 
mono 


vertising message, trademark or 


cram. The machine accounts for postage 
used and postage on hand in visible dol 
lars-and-cents registers. It has a mois 
tener for sealing envelopes and a de 
tachable unit takes care of parcel post 
Model 4900 seale has a 


rating ot 


postage. The 
cylinder chart for swift, safe 
letters and small packages of all classes 
accurate to fractions of an ounce, % oz. 
to 1 lb. For More Information Circle 
No. 322. 





ADJUSTABLE CAPACITY: 2” TO 3” 
STANDARD AND SPECIAL SIZES 





BUSINESS SYSTEMS INCORPORATED 
2619 SANTA FE AVENUE 
LOS ANGELES 58, CALIFORNIA 


For More Information Circle No. 405 
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ONE-WRITING SYSTEMS 
Hautau & Otto, 4939 W. Lake ot.. 
cago 44, Til., the One-Write 


vroll System w hich produces the pay 
ck, s 


makes 


earnings record and payroll jour 
The H & 
aligning 


registration. It is 


nh one writing, 0) Speed 


Board has foolproof pegs for 


curate light 


and 


~ 


handle. and 
» no parts to break or maintain. 
a firm 


Anyone ean use it 


employing 25 
supply of all (ineluding 
checks), carbons, Speed Joard and bind 
ers would 


persons, a 


ar’s forms 


cost about $60. Re-orders on 


forms average $l a veat 
are similar H & O 


aecounts 


per employee. 
for 
payable and accounts receiv- 
For More Information Circle No. 


Svstems 


INDEX TABS 
Aigner Co., 426 8S. Clinton St., 
[1l., patented Aico 
Typerite tabbing and insert strips, type- 


5 eae 


Chicago 7, makes 


DESIRED]! // 
__NO SOFT ROLLER REQUIRED 


writer and machine spaced to save typ- 
used in all Aico 
having insertable 
tabs. Typists using these products do not 


ists’ time, which is 


Guides and Indexes 
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| 


IL 


Your uninsulated steel files, we mean. They're 
incinerators when a fire comes. That's one 
reason 43 out of 100 firms having a seri- 

ous fire never reopen. Moral: Give your 
vital papers 24-hours-a-day, point-of-use fire 
protection in Hercules Multi-Lox insulated 
files carrying Underwriters’ Laboratories 
labels. At your Meilink dealer or write 
Meilink Steel Safe Company, Toledo 6, Ohio. 


with MistnnS oi for hoops 


Most complete line of safes and insulated products 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files. 


Name 


Street 


State 


| 
| 
| 
| 
I 
I 
1 
| 
I 
Company ~ — — —_ 1 
' 
| 
l 
| 
1 
a 


For More Information Circle No. 392 
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have to use the variable spacer on their 


Diey 


machines but ean type titles using the 


vw ew 


Shes eseesesasesedad 


linespace lever, assuring straight lines. 
For More Information Circle No. 357. 


LETTERHEAD BOOK 
Gilbert Paper Co., Menasha, Wis., has 


published its annual book, ‘‘ Letterheads 


4A4S 


TTSTETS 


of the Year.’’ The current issue is dé 


beeee 


voted to letterheads produced by letter 
press and features 16 letterheads selected 
by a noted board of judges as be ng out 


standing for design. The selections were 


sett 


I ade from entries received in a continu 


LAD 
. 


ing letterhead design contest sponsored 
by Gilbert. The judges included Harpet 


Richards, president of the design firn 


oC 
CILBERT PRINTED LETTERHEADS OF THE YEAR 
bearing his name; Park Phipps, head of SHLenet Paree Company 
the Dept. of Advertising & Printing De 
sign, Art Institute of Chicago; and Ey 


PaSoS 322222023) 


erett McNear, nationally known painte1 enterprises. A design analysis and iden 
i t 


and advertising art designer. Lette tilication oft vpe elements accompanies 
heads shown are actual commercial sam each one. Also included is a 6-page intro 
ples produced by the same printers who auetion 0 i¢ requiren ents of 


good 


produced the originals for commercial letterhead design by Burton Cherry, 


“SPLIT-SECOND” PAYROLL TAX COMPUTER a 


hips ? = 

PAYS geen AC) 

FOR ITSELF Bw - 
IN 30 a ee 
DAYS 


Why toil with dog-eared charts 
and reams of figures, when pay- 
R rolls can be so simple... 


CALCULER-D NEVED ssouete THE AYRES WAY 


One of the greatest time savers Interchangeable 
offered payroll clerks, auditors - drums permit chang- 
and bookkeepers since F.1.C.A. ing charts for tax 
and Withholding Tax went into ev'sions. 
effect. Used by concerns em- SOLD ON . . . 
ploying from 20 to 20,000. 30 DAY TRIAL GUARANTEE A twist of the fingers... and 
Way FRE RSIS complete F. |. C. A. and With- 
FOR ANY PAYROLL SCHEDULE a . 
WM Teh Tee aria ieee = olcig Tax deductions appear on 
Uses government opproved calculations a single line... Saves 50% time. 


e your local stationer or write direct t 


AYRES CORPORATION, BOX 108], WILMINGTON. CALIF renee tannge ee 


by leading concerns. 





For More Information Circle No. 247 
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former president, Society of Typographie 
Arts. A copy of this book ean be had 
from above address or Circle No, 308. 


POSTMARK ADS 
Pitney-Bowes, Ine., Stamford, Conn., 
offers a free illustrated ‘‘Guide to Post 
mark Advertising’? as a working hand 
hook, Five pages of exhibits in all 
types of business and endeavor are fol 




















lowed by a page of three model uses of 
the medium as a campaign device. There 
is a page of the ten best postmark ads of 
the past three years, chosen from more 
than 20,000 ads. A section ‘‘ How to Pre 





THE BEST 


Every Office needs them 
Alert Dealers SELL them 
a PEEDRITE 


is the word for 





METAL-LUX 


deluxe clerical posture chair 





There is “executive distinction” in every line of 

this chair, from its foam rubber back-rest and Latex 
“Breathing Comfo-Cushion” seat to its streamlined 
swivel base. It has no equal for posture comfort and its 
good looks excel anything ever created in metal 

Here is a chair which “belongs” where only the 

very best is desired. It’s the chair that builds customer 
good-will for you. Write for complete details now . . . 
this perfection in posture can be the most 

profitable chair you've ever offered. 


Whakk Welty oe there is nothing finer in metal 


COMPANY, INC.- ROCHESTER 20, N.Y. MILWAUKEE METAL FURNITURE COMPANY 


40 MT. HOPE AVENUE 





101 N. Campbell Ave., Chicago 12, Illinois 





For More Information Circle No. 406 
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Spirit MASTER UNITS | 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 





AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


a 
ban) | 
‘ «-4@ 


wD 
LTT Gear] 


o 
Me) 


ui 


i CARBON COMPANY 
GENERAL OFFICES e SKOKIE, ILL. 


For More information Circle No. 278 
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| They 
‘hi 


| the 


| supply further 


Postmark Ads’’ contains art and 
tips. A coneluding section 
the of 
meters that can print postmark ads. 


More Information Circle No. 329. 
CLIP SETTERS 
Dreusicke & Co. K.-G., 


Berlin W_ 35, 
marketing their patented clip setters for 


pare 
layout illus 
postage 


For 


trates various types 


Lut 


are 


Wilhelm 


wstr, Grermany, 


typewriter and office machine mechanics. 


























It is a very useful tool for attaching and 
etaching clips. The 


three holders 


with specifie 


+ 


complete se eon 


with tweezers for 


sists of 
groove-widths. 
} 


washers 
niversa 
ps 
these 


also have developed a | 


which is suitable for el 
to 5/32”. When 

no troubles 
The 
details and prices on re 
For More Information Circle No. 


( p setter 
of 1/16” 


practical de 


sing 
using 


vices, arise fron 


washers, manufacturers 


I 
quest. 


340. 


Burroughs 


@ BooKKEEPING 
@ CALCULATING 
@ ACCOUNTING 
3 pnt, sold, 
msec, repaired or re- 
conditioned. Write for 
current prices. 


" 350 BROADWAY, NEW YORK 13, N. Y. 


WO 4-1240 ¢ cable: Hodgmach 
For More Information Circle No. 279 
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MASTER CORRECTION KNIFE 


X-acto, Ine., 48-73 Van Dam St., Long 
and City 1, N. Y the X-acto 

t knife which is used for correcting 
rit 
ribing 


- 


.. makes 


duplicating masters, scraping and 


stencils; cutting friskets, type 
ofs, ete. This all-metal knife is 5” long 
Its narrow, angled 


4” in diameter, 


‘ wide) is made of high carbon 


\ knurled collar and closes 
blade-gripping chuck 
The knife 

25e and refill blades come in pack- 

of Illustrated folder 
eseribing for X-acto knives 
s free from above address or Circle No. 


362. 


opens 
for quickly 


ging blades. retails at 


five for 25e., 
ottce 


uses 


MULTIPLE PHOTOCOPIES 


Remington Rand Div., Sperry Rand 
315 Fourth Ave., New York 
announces that four or more sharp trans- 


Corp., 
‘copy photoprints from a single negative 
available with their 
NR-555. A Reming- 
NR-555 added to 
developing solutions 


re now instantly 
hemical discovery, 
ton Rand exelusive, is 
standard Transcopy 
highest 
with resultant 
Fully field 


multiple-copy 


to product quality multiple or 


single prints, time and 
money savings. 


the NR-555 


quires no special preparation or 


pre tested, 
formula re- 


operat- 


Ture Orrice—January, 1956 
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=SPEEDS 
FILING 


and 


FINDING 


STENCILS, 
OFFSET 
NEGATIVES 
& MASTERS 


VERTICAL FiLes 


Filing capacities from 100 to 1000 units, 


Easiest way to file — fastest way to find your 
stencils, offset negs and masters. Patented 
MIM-E-O Spring Clips hold 2 negs or masters 
on each hanger — save space — identify con- 
tents at a glance. Vertical hanging prevents 
marring, curling, damaged edges. Scientific 
ventilation prevents corrosion. The MIM-E-O 
Filing Method eliminates wasteful duplica- 
tion of preparatory work — saves your origi- 
nals for low-cost, perfect re-runs. 


Models to file A. B. Dick No. 350, Multilith 


No. 1250 and 2066, Davidson No. 241, No. 
251 and No. 233. 


_— o\< EASY TO FILE 


10, | 


\ 


Patented Spring 
Clip Hanger 
Hoids 2 stencils, 
negs or masters. 


quer ORDES FORM 
Wren’ GE" TF 





Find by Angle 
Index Tab. 


WRITE TODAY FOR FREE ILLUSTRATED BROCHURE! 
MIM-E-O STENCIL FILES CO. 
1219-21 W. Chestnut St. @ Chicago 22, Ill. 


300 Distributors . . . coast to coast to help you 
solve your stencil or offset filing problem. 


For More Information Circle No. 295 


EASY TO FIND AN 





ng conditions. Multiple-copy print lift 
and solution tray life meet the same 
high standards established for all Trans 
copy developing chemicals. Free demon 
stration on NR-555 Transecopy multiple 
copy processing can be seen at Reming 
ton Rand local sales offices. Further de 
tails including complete operating it 
structions will be sent on request 
writing above or Circle No. 351. 


OFFICE CHAIRS 

B. L. Marble Chair Co., Bedford, Ohio, 
makes the Pace Setter line of contempo 
rary design oflice chairs: executive swivs 
chair, side arm chair, side chair and se 
retarial posture chair. Following moder 
Swedish design, all chairs are clean and ~ q 
light in appearance yet ruggedly framed % “ J macmeil 
o withstand many years of hard quirements. The walnut wood finish 


t 
Bronze finish ferrules accent the appear a rich, hand-crafted beauty. Seating 


ance of the legs and prevent seufting. Mor comfort is said to be outstanding. Mod 
than 100 tweed, cord and leather colors erately priced. For More Information 


are available to meet all decorative re Circle No. 412. 


JOLSON . 


* 
Sr es 
of |» * 
uUpet la ¥ 
Electric Adding Machine with AUTOMATIC 


POSITIVE & NEGATIVE MULTIPLICATION! @ 





The only machine which prints the ® 
Decimal Point in correct positions. © 
Many other exclusive features. ° 
“SUPER DIAL” does the job of a bd 
calculator ... yet sells at the price e 
of an adding machine. e 
DEALERS “4 
Some franchised territories for the en- bd 
tire line of EVEREST Office Machines e 
still available. e 
Write for information and literature * 
ALMA OFFICE MACHINES CORP. 
440 Fourth Avenue, New York 16, N. Y. 
? National Distributors * e 
- . Ask ebeowt the 
Pio MUrray Hill 4-4364 e Stendord Everest 
% ©. eceee® 
For More Information Circle No. 272 
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HOLLOW DRILL CHUCK 
Pioneer Toledo Corp., 1130 Nebraska 
Ave., Toledo, Ohio, makes a chuck for 
hollow drills which allows drilling clean, 
round holes in cardboard and paper forms, 





\ 


gs 


ny 
8 


© 














photographs or magazines, quickly and 
easily on a common drill press. This 
single chuck handles drills in 14 sizes 
from 1%” to %” and was designed es 


pecially for the small run jobs that here 


To find keys as easy as letters . . . 


Organize your keys, like you file letters, 
so they'll be always available when 
needed. It ends valuable time fost 
searching for keys and unnecessary ex- 
pense if they can't be found. And with 
TeiKee's Visible Cross-Index (secret 
cose book) keys are readily picked 
out by authorized persons only. To all 
others they're meaningless. Send for 
FREE catalog No. O-27. 


The MOORE KEY CONTROL Systems 


P O. MOORE, INC. 300 FOURTH AVENUE, NEW YORK 10,N_Y 
For More Information Circle No. 273 
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A few seconds here 

a few minutes there 

day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 

and home. 

Dennison shipping tags, 
marking tags, key tags, 
gummed labels and seals, 
index tabs, reinforcements, 
mending tape and many 
more are 


Handy to Have — 
Have them Handy 


Sd 


Manufacturing Company 
Framingham, Massachusetts 


For More Information Circle No. 274 
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This duplicating 
ink says 


"NO 


Offset 


Smear 


NO Slip-Sheeting 


CANODE DRI-RITE 


The easiest-to-use duplicating ink 

on the market! 

Highlighting these quality extras: 

@ No oil creep in pad 

@ Will not harden the pad in 
any climate 

@ Will not clog pads, harden in 
cylinders or damage stencils 

@ For both open and closed 


drums 
@ PERFORMANCE GUARANTEED! 


Write Today for Name of Your Nearest Dealer 


INK SPECIALTIES CO., INC. 


519 N. Halsted St. © Chicago 22, Ill. 


For More Information Circle No. 275 
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tofore required special drilling machines 
and special chucks. Stacks of sheets 
up to 1%” in thickness are handled con 
veniently. The chuck sells for $8.50 and 
drills are $4.70 each. For More Infor 
mation Circle No. 411. 


DRAFTING MACHINE 

Walpole Co., 419 Boylston St., Boston 
16, Mass., offers the Walpole-Nordquist 
Drafting Machine, made in Sweden. It 
is accurate for drawing plans or scale 
drawings, general drafting, commercial 
artwork and any graphic operation re 
quiring a T-square and triangle. The 
instrument is sturdily construeted of 
cold-drawn steel tubing and accurately 
machined steel with plastic parts. It sets 
and holds any angle and its complement, 





combining all the functions of T-square, 
triangle, protractor and scales. The pro 
tractor head reads from 90° through @ 
with automatic quick set lock 

y 15°, which takes care of 90% of 

all angle work. The head also locks 
ily at any desired angle between the 
ps. Lightweight, sturdy, portable 

fully guaranteed for accuracy and 
wear, the Walpole-Nordquist Draft 

ng Machine, complete with all-purpose 
or architectural scales, retails for $37.50. 


For More Information Circle No. 330. 


PARLIAMENTARY PROCEDURE 
Pan-L-View, Room 235, 708 Church St., 
Evanston, Ill., offers a three-color plastic 


slide rule wh eh shows the 36 most com- 
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on parliamentary motions. It 
tells a 


(or anyone attending a 


mcasures 


and quickly 


12” x 65% 


} 


meeting 
airman meet- 
ny the correct 
‘*Robert’s Rules of 
Costs $3. For 
No. 304. 


procedure according to 
Order Revised.’’ 
More Information Circle 


HEAVY ADJUSTABLE GLIDES 
Adjustable Caster Co., 1411 Walnut St., 
Philadelphia 2, Pa., 


heavy duty tiltable base, adjustable glides 


makes Scrujak, a 


for heavy equipment such as bookkeeping 


machines, automatic vending machines, 


air conditioning equipment, electronic 


computers, etc., requring perfect stability 


and leveling for efficient operation. Glides 


supporting surface at all times regardless | 


The | 


legs. 


slanted 
allows 


of sloping floors or 


handy top adjustment leveling 


with either an Allen 
a hex at the top of 
with a %” 
Allen 


damage to 


wrench inserted in 
the 14” threaded 
open end or 


stem, or socket 


wrench. wrench adjustment 
the 


with an 


pre 
vents threads, such as 
wrench 
top 
practical, 
accomplished externally 
by turning the glide base with the fingers. 
Glide 


ameter, 


could occur adjustable 


application. For installations where 


or internal adjustment is not 
leveling ean be 
base is approximately 2” in di 
black phenolie 

Marking of 
s eliminated and the tiltable feature pre 


made of plastic 


with rounded edges. 


ents weight loads from being carried on 


outside edges of the glide. A metal cap, 
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have a tiltable base which assures a broad | 





floors 


GOSH! 


| thought EVERY office 
manager used 
manpower, Tis 


Now, end your work overload, emergency 
job and temporary help problems. 


Call Manpower, Inc., for: 


e TYPING e STENOGRAPHY 


e TEMPORARY @ CALCULATING 
OFFICE HELP 


Manpower's experienced, bonded, in- 
sured employees work in your office or 


| ours for four hours, a day, week, month 


or longer! We pay them, keep ALL rec- 
ords, pay taxes, insurance, etc. Low 
hourly rates. 


65 OFFICES FROM 
COAST TO COAST AND ABROAD 


Consult your local telephone directory 
under “Manpower, Inc.” for service in your city. 
Or write Mr. Orr, OFFICE SERVICES DIVISION. 


e @ 
manpower, inc. 
ie ; 330 West Kilbourn 

fi Milwaukee 3, Wisconsin 


LARGEST 


WORLD'S COMPLETE BUSINES* 


For More Information Circle No. 366 
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Copies a 
Minute 


TURNS OUT 
© PRICE LISTS 
¢ MAILING 

PIECES 
* POSTCARDS 
© BULLETINS 
¢ MEMOS. 


Speedliner 
Duplicator 


lu Fed. Tax 
$7450 Pn. 
.* 


upplhe 


in run it 
for FREI BOOK 
luplicating s Ww 


it 


TRY MACHINE 10 DAYS FREE TRIAL 


If not completely satis returt If 
nd eck or write f l 


See your dealer or write direct 


' SPEEDLINER CO. 
' 4404 Ravenswood Ave., 
Chicago 40, III. 


] PLEASE RUSH ME FREE BOOK ON 
LOW COST DUPLICATING. 
|} Please send me one Speedliner Duplicator 
to try 10 days no cost. If I'm not satisfied 
I'll return it. If | wish to keep it I'll send 
my check or write for payment plan. 
NAME 
ADDRESS 


CITY STATE 


Write for Name of Nearest Dealer 
For More Information Circle No. 276 
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which makes the stem captive, can be 
plated in any desired finish. Glide stems 
are available in a 
For More Information Circle 


variety of sizes and 
lengths. 
No. 414. 
ARC LAMPS 

NuAre Co., 824 S. Western Ave., Chi 
vo 12, Ll, makes the Hi-Lite line of 
are lamps which give superior perfor 
mance but are low in cost. The Hi-Lite 
lamp is equipped with an automatically 
controlled are, eliminating bouncing and 
sputtering. Carbons burn steadily and 
ntain uniform intensity and color ten 
ure, assuring perfect dot structure 

ie definition \ll Hi-Lite are lamps 

ved with heavy duty transform 


chable hields concentrate light 





vi 


— 


i} Model H-66 





bined Oa 1 


vhere desired and prevent spilling of 


ght. Of sturdy construetion, these lamps 
ls for both cameras and 


Model H-66, for cam 


eras up through 31”, is less than $500 


are made in mode 


printing frames, 


per pair. Model H-22 for cameras up 
through 17”, is less than $300 per pair. 
Both models are available as single o1 
double lamps. Floor stands for double 

ck arrangement are optional. Printing 

mps are also included in this line at 
comparable prices. Offered on 30-day 
trial. After using them for 30 days, you 
can return the lamps for full credit if you 
find that vou ean get better lamps for the 
same low pric For More Information 


Circle No. 413. 
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3 popurar LABELING propbucrs 


——— PERMA-STIK, the self-adhesive tube or strip-like 
label holder that is now open on three sides for 
a greater utility. It will hold a card many times 

CUMNa its own width. Very easy to use. 
FOR BINS AND SHELVES— Available in three sizes. 


PS-'/ Vo’’x6”’ 30c per ft. PS-34 34’’x6” 35c per ft. 
PS-1 I'' x 6" 40c oe ft. 











FOR RING BINDERS 

Smooth finished, durable metal construction— 

celluloid window protects and keeps label clean. 

Neat uniform appearance—lasts indefinitely. 

wk. oa | ee .25¢ each 
80-1 for 1/2” Ring Books 300 $0-2 for 2” Ring Books 35c 








FOR POST BINDERS 
There is a Vinyl Plastic Label Holder for every type 
of open back binder. Will not warp or curl—made to 
Slip-On any size post. 
pao i," “> agree .. .$0.20 each 
25 each 
/2 .30 each 
OFFICE PRODUCTS, INC. 
9920 Freeland Ave. Detroit 27, Michigan 


West oy ~ Distributor: Arch K. Ansty 
2nd St., San Francisco 5 











For More Information Circle No. 265 





a plus Agfa Copyrapid- or 
simple Gevaert Gevacopy Materials 
dependable 

less than a 


minute HERMANN WOLF GMBH 


true to WUPPERTAL-ELBERFELD (GERMANY) 
original 








For More Information Circle No. 266 
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Not with TICONDEROGA 


Fingers won’t cramp or tire even 
after long sessions with a Dixon 
Ticonderoga pencil. No finger fa- 
tigue common with other writing 
instruments. Prove it to yourself. 
Try Ticonderoga —it’s Leadfast 


TICONDEROGA 
THE JOSEPH DIXON CRUCIBLE CO. | 
Pencil Sales Division, 8-J-1 Jersey City 3, N.J. 











LA — SHIPPED 
FROM STOCK 


sais “se DIXON SELCONDE ROSS ae 


en 


Easiest way to file and find confidential maps, 
blue prints, tracings, etc. Metal cabinet file 
with locking doors. 112 tilting tubes handle 
60” prints. Tubes are indexed for quick 
location. 


PATENT NO. 





1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S.-Main Tulsa 3, Okla. 





=... 
ee 


For More Information Circle No. 108 
For More Information Circle No. 111 


ZIP-O-RITER 


Addresses Directly 
from Card 
Files 


Writes 
Headings On 
Work Sheets 
Accounting & 

Tabulating 


LECTERNS for SPEAKERS 


Floor & table models. Dealer inquiries 


invited. Write for free catalog. 


KELL-MOR LECTERN CO. 


1283 N. Main St. Rockford, Ill. 











For More Information Circle No. 109 
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Forms 
INDISPENSABLE FOR 
MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST. WHEAT RIDGE, COLORADO 
For More Information Circle No. 110 
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HOT FOOD VENDER 


Hotel «& 


U0.. 30x 


Restaurant Div., H. J. 
57, Pittsburgh 30, Pa. 


a vending machine operation that will of 


Heinz 


, announced 


fer workers their choice of a wide variety 
of hot foods packaged in individual por 
tion containers. Developed with Mills In 
Inc., vending machine manufae 
choice of 14 


heavy 


dustries, 
turers, a 
and 13 
through 


hot plate lunches 


soups will be available 


vending machines around-the 


clock, User inserts a coin in the proper 
slot and the meal is aut 


at a 150 


omat ically served 


temperature in the original 


container. Each vending machine will 


carry six varieties of foods. Where only 
one machine is used, varieties may be ro 
tated 


larity , Or 


regularly according to their popu 


installed to offer as many varieties at one | 


time as desired. Machine offers simple 


maintenance with no tubes, 


valves to clean. Coin mechanisms may be 


ordered as desired so that companies may | 
Distribu- | 


determine the prices charged. 
tion of machines will be handled by vend 
ing machine Operators through Mills In 
dustries. 
Heinz branches. 
mation Circle No. 415. 


sales For 


More Infor 
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a number of machines may be} 


tanks or] 


Foods will be furnished through | 


ALES: 
TH SUNT 
TYPEWRITER PAD 


SOUND A 
SOFTER NOTE 


for office efficiency with 


IL ALATIER 


Certain noises in offices are practically 
impossible to eliminate — but, you can 
easily and quickly STOP the distract- 
ing noise of typing. Simply place a 
Kil-Klatter pad under each and every 
typewriter in your office. You'll find that 
errors will disappear and general office 
efficiency will improve. 


Kil-Klatter pads are designed to absorb 
the shock and to deaden the noise of 
typing. Made of genuine long-life OZITE 
felt, Kil-Klatter pads are dent-proof, 
skid-proof and they fit all makes of 
typewriters, and other office machines 


S$qg2s 
AT YOUR STATIONER OR 
OFFICE SUPPLY DEALER 


RIL ALATTER 


THE SCIENTIFIC TYPEWRITER PAD 


“The Answer to a quieter office 


may be under your typewriters” 
For More Information Circle No, 377 
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Remove STATIC Charges | 


on Mimeographs & Office Machines, 
on Recording & Dictating Machines, 
on Microfilming Machines 
with MERIX ANTI-STATIC #79 
Write for data sheet or order 
SAMPLE QUART, $3.85; SAMPLE GALLON 
ONLY $8.50; both F.0.B. Chicago. 


MERIX CHEMICAL COMPANY 





1021 E. 55th St., Dept. 056, Chicago 15, Ill 





For More Information Circle No. 386 


: PROBLEMS 
SOLVED 
Safeguarding privacy. 
ry Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 











For More Information Circle No. 387 


Typewriter 


PARTS 


Illustrated price list on request 


ROY B. LEE 
Box 7015, Roseville Station 
Newark 7, N. J. 


For More Information Circle No. 388 


CASH REGISTER 


HIGHEST 
QUALITY 
PRODUCTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST.,. MT. PROSPECT, ILL 
For More Information Circle No. 389 
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SPACING TIME RECORDER 


Time Corp., Thomaston 1, 
Conn., makes the Line-A-Matie 


recorder that is es 


Stromberg 
cConsecu 
tive spacing time 
adaptable to irregular 
an individu 


pecially work 


schedules. It is operated by 
ally contained synchronous motor on al 
current or as part of a master 
Completely 
constructed that 
trouble-free service are 


ternating 
clock system. automatic, vet 
so thoughtfully many 


vears of reliable, 


assured. Automatic positioning of in and 


start and finish times eliminates 
locate the 
Automatic spacing of re 

immediate ly 


out or 


any need to proper spaces. 
gistrations places 
each imprint below the pre 
ceding one regardless of the time lapse. 


Day-to-day changes are also_ self-con 
imprints readily 
length 
imprints consist 
ently Choice of three 
colors for the case. For More Informa 


tion Circle No. 416. 


trolled and each day’s 
differentiated. An 


prov idk s clear, 


extra ribbon 
per Tect 


from first to last. 


Unit Microfilm Li ‘iling 


Parallel to "the ‘dvelepeal of the 
aperture card has been the evolution of 
various types ol clear acetate envelope 
like jackets for filing microfilm in strips 
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IF PROPERTY CONTROL IS YOUR PROBLEM 


. = NUMBERED — ae 
Autographs =f a5 
WILL HELP YOU 7/tee Ways! fe Sr mwvon 


UPKEEP ano REPAIR 
TRADE.INS 
TRANSFERS 





If unattractive, illegible, difficult-to-mount identi- 
fication devices are causing your property control 
problems, it’s time to start using Serially Number- 
ed “AUTOGRAPHS”! Mount them proudly “out- 
front” on your finest equipment! They’re beauti- 
fully lithographed on lustrous Aluminum. Elimin- ( Proventy oF ace 
ate errors in recording! The easy-to-read numerals NB 
can be seen at a glance. Substantially reduce 56? 


identification costs! Anyone can mount Serially HOLLYWoop 





Numbered “AUTOGRAPHS” quickly, safely and cena oe. 
permanently on almost any clean surface. Simply 

brush solvent on the adhesive backing and press 38702 
into place. Presto, you've eliminated three major cman 
causes of property control inefficiency! 


RAPES, IOWA 


METAL OAT ne 


Write today for try before you BOX 979A 
buy” samples and Property Con- 
MASON CITY, IOWA 


trol Procedure Pamphlet No. 262. 
For More Information Circle No. 231 





1. Roll strip labels 
2. Continuous pack form labels 
3. Addressograph electronic facsimile tape labels 
4. 1BM Type 407 tape labels 
5. Tip on or fully apply Government 
stamps or premium stamps 


Here is a fully automatic 

high speed machine. It will take 

post cards, insertion cards and all sizes 
of envelopes, brochures, pamphlets, light 
weight booklets, magazines, tabloids and 
flyers, accurately and quickly. Let us on- 
alyze your labeling methods and show you 
how CHESHIRE equipment can help you 


CHESHIRE MAILING MACHINES, inc. 1644 n. HONORE st.-cHicaco 22, ILLINOIS 


For More Information Circle No. 232 
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Are all your typists 
Yt i 


IF NOT — 
YOU NEED 


POSTURE 
MACHINE STANDS 


Karlo Stands are adjustable to 
the height of any operator. 
This means less fatigue. fewer 
errors and more 
production 
Write for 
literature 
showing all 
models. 


PATENT 
No. 090848 


MANUFACTURING CO. 
32 IONIA AVENUE, SO 


GRAND RAPIDS 2, MICHIGAN 


For More Information Circle No. 399 


NUMBERING ON 


CARBON SNAP-OUTS 


Force Paragon 
Model IC auto- 
matic number- 
ing machine 
developed with 
an eye to ef- 
ficienc y and 
flexibility for 
use with car 
bon snap-out 
forms. It fea 
tures a hard 
rubber impres- 
sion bed and a 
rubber base to 
contain noise 
The Paragon is 
equipped with 

7 sharpfaced 
3/16 -inch 

. Gothic figure 
wheels. It num- 
bers consecutively, duplicate and repeat. Guaran 

teed to go thru 6 to 8 carbon copies with ease 


FORCE WESTERN, Inc. 


216 W. Jackson Bivd., Chicago 4, Ill. 


For More Information Circle No. 402 





KLEEN-ALL* 


Newly CLEANSING CREAM 


Improved 


Now packed in 
unbreakable 
beautiful ‘2 Ib 
and 1 Ib 
PLASTIC 
CONTAINERS 


Removing Kleen-All removes stains fast 
e All Hecto- Leaves hands soft anid smooth. Does 
graph not remove or discolor fingernail 
Spirit Carbon polish. A 100% pure cream—no 
& Ribbon filler used. Contains no impurities 

Steins vee mnaw e be egen with coior 

3 we cleansing re i] 
. Mimeograph made solely of sepmolie tearedinate 

Multigraph Can be used for removing stains 
e Ball Point Pen Irom eretnes. 

Ink Stains ONTAINS LANOLIN 
KLEEN-ALL will not deteriorate, harden or shrink 
while standing on your shelf. UNCONDITIONALLY 

GUARANTEED FOR ONE YEAR. 


We also manufacture high quality DUPLICATING 
FLUID 


lered through your loca Ipp 
j 


f 2mf 


KRAYER “MANUFACTURING c0., In. 
542-548 Pine Street Elizabeth 1, 
For More Information Circle No. he 


RITE-LINE copyvuoiper 


e SAVES EYESTRAIN 





TAKES COPY UP TO 20" 
e PROMOTES ACCURACY e HOLDS NOTEBOOK 
e INCREASES PRODUCTION «FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D. C 


For More Information Circle No. 400 
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where a file comprises a number of 
documents, as in a hospital case history 
or a personnel record. Here, too, the 
nuecrofilm may be combined with any of 
several systems which may be in use 
vithin an organization. Additional doc- 
iments can be simply added to the file 
at dates subsequent to the original film- 
ng—a distinct advantage over keeping 
such records in roll form where this is 
possible only through splicing. 

As a logical outgrowth of the trend 
toward unitized film, most major micro- 
lilm service companies, located in every 
large CIty throughout the country, how 
offer a line of unitized microfilm equip- 
ment and supplies, as well as complete 
service in connection with the unitiza- 
tion of film. It is possible for a poten- 
tial microfilm user to have atl types ot 
service performed for him, including 
the filming of the original documents, 
mounting of film in aperture cards or 
filing of strip film in jackets, indexing, 
numbering or punching, according to 
the dictates of the system involved. 
The microfilmed file is returned to the 
customer ready tor immediate use on a 
| daily basis. If the customer does not 
| wish or cannot permit the original docu- 
| ments to leave his plant or office, a serv- 
| ice company can perform the microfilm- 
ing on the customer’s premises. Cameras 
also may be rented or purchased should 
the customer wish to set up his own de- 
partment. A letter to the National 
Microfilm Assn., Hingham, Mass., wil 
bring a full list of service companies. 

New products are constantly being 
developed to speed mechanization of 
microfilm systems. One of the most re- 
cent is a method of reproducing micro- 
filmed documents direct from film to 
film in a matter of seconds. A positive 
copy produces a positive copy, a nega- 
tive produces a negative. This method 
may be used for reproducing or copy- 
ing from roll to eard; or from micro- 
film mounted in cards onto special film 
pre-mounted in cards, 


Though the value of microfilm has 
lone been recognized as a medium for the 
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. si es # “ 
coats 


the world’s most efficient 
adding machine under $50! 


@ NO STYLUS NEED- 


ED — finger con- 
toured keyboard. 


Simple and sturdy 
as a pencil sharp- 
ener — NO service 
problem. 


POSITIVE CHECK- 
ING OF EACH IN- 
DIVIDUAL ENTRY. 


All Nylon Gears— 
require no oi}... 
extremely durable. 


Re 





@ FULLY GUARAN- 


TEED against wear 
or factory defect. 


DIRECT SUBTRAC- 
TION — Multipli- 
cation. 


All totals to 9,- 
999,999 or $99,- 
999.99. 


Optional locking 
device for auto- 
matic clearing. 


Weighs just 41/2 Ibs., 49/4” x 6/2” x 5” 


WITH PLASTIC STORAGE COVER ‘45° 0 


DEALER INQUIRIES INVITED 


With the Summira you get a brand 
new machine built for years of 
service. You can check each entry 
the moment it is put in the ma- 
chine for absolute accuracy .. . 


and for rapid operation, you can 
clear automatically! 


ONLY 


INCL 


FREMACO INTERNATIONAL, INC. 


188 W. RANDOLPH ST., 


CHICAGO 1, ILL. 


For More Information Circle No. 249 
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IVPt CLEANING MADE EASIER 


with the amazing ¢ 


CLEANS 
© Typewriters 
© Billing Machines 
* Adding Machines 
* Addressing Plates 
* Marking Devices, ete 
ORIGINAL PLASTIC TYPE CLEANER 


Typists ond business 
mochine operators want 
*Norto Plastic Type Cleaner 
ifs easy to use— no mess 
— no liquids to spill 
*NORTA THE 


Free somple sent up write to 


NORTA DISTRIBUTING COMPANY 


1165 Broadway, New York 1, N. Y.—— 
For More Information Circle No. 379 


Folds 
120 letters 
a minute! 


PORTABLE 
FULLY GUARANTEED 


old-O-matic 
DSK MODEL FOLDING MACHINE 


PRINT-O-MATIC CO.,INC. Chicago, illinois 


able to aetive 








For More Information Circle No. 380 





PLATENS PARTS 
SUPPLIES 
for TYPEWRITERS and 
other office machines 


Now in New and Larger Quarters 


TYPEWRITER EQUIPMENT CO., INC. 
25 Park Place, New York 7, N. Y. 














For More Information Circle No. 381 


STOP STATIC IIL, 


THE ORIGINAL — 
CANNOT BE- DUPLICATED 


GUARANTEED! 
USED REGULARLY IN THE LARGEST fox 
PLANTS IN THE NATION 
$3.00 per cos $20.00 per cose ie 
STATIKIL 1220 WEST 6th ST 
CLEVELAND 13, OHIO 
STATIKIL—A DIVISION-OF THE J. E. DOYLE CO.- fstobiishea 1914 


For More Information Circle No. 382 


preservation and storage of reeords, it 
is been necessary for this industry, like 
to keep pace with the increas 
Microfilm had 
to become a more adapt 
files of many and varied 


inv other, 
ne automation movement, 
versatile tool, 
types, and capable of being combined 
with mechanized systems. For this rea 
son, systems for the unitization of micro 
filmed documents has become a key tac 
tor in the growth of the industry. 

The industries and organizations util 
izing microfilm for both active and in 
active record daily. 
Mavbe thi a prob 


lem and save money tor you too, 


systems increases 


method could solve 


Arms and the Women 


1? 
” 


may be in the satistaction of a job well 
done. They seek out and learn new 
ethods snd procedures whieh will en 
abl them to carry out their desire to 
live up to the standards of their own 
{ 


professional association. They 
others with 


Ihispure 
their own members and 
Vom they come in contact to greatel 
standards of proles 


and « thieal prac 


ellort, ever thicne 


ial accomplishment 
s. The 
for the total army of which they are a 


results are ereater victories 


part. 
This army is) men and 
The professional 


women. 
which 
form the divisions ot the army are men 


associations 


and women. The 
by the 
used by the men. The intangible eon 
these 
much a toree the battle for time 


arms and weapons used 
women are the same as_ those 
tributions made by divisions are 
as are the tangible tools of equipment, 
supplies and methods 

The National Seeretaries 
(International) is one of these 


Association 
impor- 
tant divisions, composed entirely of wo- 
purpose 1s to elevate the 
secretarial performance 
a recognized protessional 
secretary. This affects 


men. Its 
standards of 
and SO acquire 
status for the 
not only its own members, but all secre 
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writ FAA 


instrument 


is precision ins 
184 


provides accurate, perma- 
nent, chronological data 
about any machine, process 


or system in plant or office 
..-0n a continuous chart-roll 


which lasts four months. 
Uses no ink. Totalizer shows 


accumulated ‘‘on” time. 
descriptive literature OF on request 


* 
BUSINESS MACHINES 


STEP-UP EFFICIENCY OF 


Ace 


For More Information Circle No. 


STANDARD INSTRUMENT CORPORATION DIV. 
HEAT-TIMER corporation 
657 BROADWAY, NEW YORK 12,N.Y. 


TIME Te e Th 


PRICE $55. 





CLIX 


— 


~ —; ws | 1-HOLE 
CLIX ~ “EY | PAPER 
3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 
all 3 holes for 3-ring binder sheets at a single punch for indi- 
squeeze. No adjustments to make, no gauges viduals, home, 
to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean '4" hole instantly in paper, light 
brief case or desk drawer. $4.00 list. cardboard, etc. Ideal for punching tickets, tags, 


MODEL 3.. Punches 3 holes restaurant checks. 24 in counter 
3 7 display carton. 60 cent list. 
4" dia., spaced 44%" on cen- 


ters, yy" from back binding MODEL 100... Punches \y" 


edge — standard spacing a __ hole, 14" from binding edge. 
11" x 813" sheets. __ | PAPER PUNCH | 





Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
WESTERN REP.—HARRY HENKEL ASSOC,, 1355 MARKET ST., SAN FRANCISCO 
+ eoscmonseon 








For More Information Circle No. 185 
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Biggest Ball Point WRITING Year... 
Biggest Ball Point ERASER Year! 


Today, when almost everybody is going for ball point writing, 
almost everybody is going to do more ball point erasing! 


, ; . 
it takes these erasers of special texture by Weldon Roberts to 
cleanly erase ball point ink and lead. Your stationer has these 


STYLES & SIZES FOR ALL BALL POINT USERS. 


TN Wstion Ritc Ecloan Ball Dosa Nose) 


LPL LILO DO he ADE ants 


BALL POINT” 





ae 


A NO. 138 PAPER-WRAPPED BALL 
<4 BALL POINT NO. 38. POINT “ERASER-PENCIL", Con- 
venient pull-string peels off paper 


Handy elliptic shape con- , . oO 
spiral wrap for easy pointing. 


veniently fits the fingers. 


ORDER TODAY! 0 : aa ae 
Eronsu 





WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World's Foremost Eraser Specialists 


Correct Mistakes in Any Language 





For More Information Circle No. 397 





with | 
Grrtile. F WAY SORTER 


wh wer For sorting before filing. Handles 

: a i all types of office papers. 

i." Four separate uses... 

: ia one side alphabetical 
fos Ring 284 and daily, the other 
Siete side numerical and 





Brie# covers 


Sheet protec- come monthly. | ' 
tors, Filing sys- L- Light At weight but MODEL SIZE ma wien. 





tems & sup- 
plies, Box files, sturdy . . . hammer- 
Card trays, tone aluminum finish | L-31  |Letters 2K” 24 oz. 
Personal files 
Portfolios, 


i ll 
: ta Re Wh C-31 Checks, Cards y il 18 oz 
leaves . . . rubber 


Albums a/ 
~S feet. Only 4 inches |C-21 [Checks ’ 112 oz. 
<a 











wide. 





Sy—= +See your dealer or write for illustrated circular. 


S® AMBERG FILE & INDEX COMPANY 


1637 DUANE BOULEVARD KANKAKEE LINOIS 


For More Information Circle No. 398 
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It affects not only the seeretary 
but the educational institutions engaged 
in training future secretaries. It affects 
iInanagement because, by increasing the 
efficiency and productivity of the secre- 
tary, the efficiency and productivity of 
management is increased in the same 
measure. 


Taries. 


The weapon used by NSA is one that 
never becomes obsolete, never misfires, 
never breaks down. It is h nowledge, 
and NSA’s entire program is geared to 
bring about increased educational back- 
ground for the secretary before she ever 
enters the labor market; continued edu- 
cational aetivities after she has become 
a part of the world of business; and 
broader educational fields to be = ae- 
quired as a part of her equipment for 
the battle against loss, waste, non-pro- 
duetion and time. 

The Certified Secretary 
program, sponsored and established by 
the National Secretaries Association 
(International) through the formation 
of the Institute for Certifying Secre- 
taries, 1s now five years old. It re- 
quired three years of intensive study, 
research and planning before the first 
annual certifying examination was 
given in August, 1951. As a result of 
that first examination, 62. secretaries 
earned the CPS rating. That first 
examination was administered in ap 
proximately 40 universities and colleges 
to approximately 360 applicants. In 
the five years that have passed, the 
examination has been written by ap 
proximately 3500 secretaries vitally in- 
terested in raising their standards of 
performance, and the standards of the 
profession they represent, to a recog 
nized professional status. In those five 
years the number of universities and 
colleges cooperating with NSA in the 
promotion of the certifying program 
has increased to well over 100. The total 
number of Certified Professional Seere- 
taries has increased to 772. It is ex- 
pected that when the CPS Examination 
is administered in May 1956, well over 
1000 secretaries will be writing all or a 


Professional 
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“SUPERIOR” 


World's largest rebuilders of office machine 
gives you 
ROYALS 
REMINCTONS 
UNDERWOODS 
L.C SMITHS 
In Rainbo-tone Decorator 


AT HALF THE PRICE * 


« Rainbo Green 
* Pastel Blue 
* Sunglo Tan 





* Superior grade reconditioned 
typewriters refinished in 
sparkling new Rainbo-tone 
=) \ colors . . . yours at practically 
lenited | \ half the price you would pay 
L for brand new machines 


See your dealer or write to: 


SUPERIOR TYPEWRITER CO., INC. 
34 HUBERT ST. + NEW YORK 13,N Y 


Look for and insist on genuine “Superior” Rebuilts! 
For More Information Circle No. 244 





MODERN WOOD BLOCK 
STAMP PAD!...... 


Outlives 
Two 
Ordinary 
Stamp 
Pads 





Wood Block is chemically 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! 
Ink dries instantly on paper 
yet never dries in the pad! 
Pad surface is always flatand 
firm does not collect lint! 
Ink cannot gush up between 
the type causing a blurred 
impression! 

Impressions are always 
strong, clear, brilliant and 
waterproof! 

Ink penetrates pad quickly, 
will not stand on surface as 
with ordinary pad! 
Clear-Print Ink and Pad are 
never affected by moisture or 
humidity! 


Free SAMPLES] gladly sent to interested Dealers! 


L. A. PHILLIPS, President 


CLEAR PRINT 
TYPEWRITER §=«©=wOOD STAMP 
PAPER = RIBBON pans 


PROCESS / CO. 192 miist.. ROCHESTER 14, NY 





part of the examination comprised of 
six sections and requiring 12 hours to 
complete., It is expected that when the 
results of the 1956 CPS examination 
are announced next fall, the total who 
will have successfully completed the six 
areas will reach 1000. 

Every secretary who writes the CPS 
examination becomes a volunteer in the 
army which is waging the war for time. 
Every member of management who en- 
courages his secretary to professionalize 
her position through affiliation with the 
National Secretaries Assn. and partici- 
pation in its certifying program, is pro- 
viding her with the weapons that will 
enable her to help him increase his own 
effectiveness and productivity on the job. 

The war will never be won because 
each victory brings an added challenge, 
and each challenge is met with added 
innovations and an increased army. The 
battlefield will continue to be today’s 
office. The weapons will continue to be 
the latest in equipment, supplies, sur- 
roundings, methods and procedures. The 
army will continue to be the individual 
striving for victory over time. The 
prize will always be time, our most 
valued POSSESSION. 

We are proud of the part our divi- 
sion is playing and will continue to play 
in this eternal battle. We are proud of 
our skill in the use of the weapons and 
ammunition which have been provided 
for us. We are proud that the mem- 
bers of our association, the world‘s 
largest association for business women 
in one profession, are helping to forge 
the arms and ammunition that will bring 
us closer to victory on the battlefield 
which is peculiarly our own—today’s of- 
fiee—where we have the opportunity to 
add our intangible tools of native ability, 
ingenuity, imagination, enthusiasm, zeal 
for suecess and pride in accomplishment 
to the tangibles of equipment, supplies, 
surrounding, methods and procedures 
the latest in weapons and ammunition. 
We are proud that we can demonstrate 
that today’s business women are quali- 
fied to carry arms in the battle for time. 
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NOW ror aut Multiliths 
Visi-GUIDE 


MASTER FEED CONTROL 


Boosts Output, Cuts Spoilage 
Easier Feeding ALL Stocks! 


f Slash masking 
» and setup time! 
Try 5 Base Line 
Masking Sheets 
free! For 1250, 
1300, 2066-SD, 
LD! Write now, 
mention press! 


NOW run envelopes, or small, thin, slick, or 
curling stock easily—to hairline register! VISI- 
GUIDE’s five free-rolling steel balls give 
positive, continuous control, prevent 
“bounce” or rebound! For Nos. 1200, 1250 
only $19.95; No. 1300 $24.50; No. 2066 (2) 
$59.00, postpaid with check. 10-day money 
back guarantee! Write today! 


Dealers: Write for full information! 


LITHO ENGINEERING & RESEARCH 
3241 Eastlake Dept.OM Seattle 2, Wash. 


For More Information Circle No. 205 


- ETS 
MANIFOLD CARBON PAPER S 


For your 
General Office Correspondence 


The LETTEREX CORPORATION 


1640 Connecticut Avenue, Washington 9, D.C. 


For More Information Circle No. 207 
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TYPE X 


Shiiiititih WikhbbZzZ 


the =MIRACLE: 
ZULU UULO MOUs 
type-cleaner 


GONE FOREVER 


MICHAEL FRUMKIN 
87-I1 35th Ave. 
Jackson Heights 72, N. Y. 


For More Information Circle No. 206 


YOU CAN'T LOSE 


IMPORTANT PAPERS 


when you use 
U-FILE-M 
Binder 
Strips 


Save time, tem- 

pers and expense 

by protecting 

your important 

Papers against 

loss, damage, 

mis-filing. Adhe- 

sive U-FILE-M 

BINDERS, easily 

mounted in your 

present file fold- 

ers, quickly secure papers without bulk, neatly 
and in the proper sequence. Papers can't fall out, 
be crumpled or Jost through incorrect re- -filing! 
Cost? Less than 2¢ per binder. At your stationer’s, 
or write for FREE SAMPLES. 


U-File-M Binder Mfg. Co., Inc. 
Syracuse 1, N.Y. 


For More Information Circle No. 208 
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of the Office 





AMA Electronics Conference 


American Management Assn. will con 


duet its second annual electronics con 
ference and exhibit at the Hotel Com 
modore, New York, Feb. 27-29. More 
than 1,000 executives are expected to 


attend. The program will stress methods 


of determining whether and where it is 


feasible to use large, small or medium 


sized electronic computers and the ex 


perience to date of 
them. 


firms already using 


Case history presentations will 


illustrate such applications as Chrysler’s 
electronic control 


inventory warehouse 


system and General Electric’s use of a 
computer for operations analysis. AMA 
sound training 
this 


exhibit of 


has prepared a _ color 


slidefilm especially for meeting. 


There elec 
tronic data processing equipment. Each 


handbook pre 


pared exclusively for the meeting. More 


also will be an 


registrant will receive a 
Management 
York 36. 


information from American 


Assn., 1515 Broadway, New 
Simplified Keyboards 

Recent publicity given to the General 
Service Administration’s mention of the 
Dvorak simplified kev board 
caused National Office Management Assn. 
recalls other 


typewriter 
to issue a release which 
simplified keyboards through 
the years. As a Lt. Comdr., August 
Dvorak had the Navy test his keyboard 
during World War IL (THE OFFICE, 
Nov., 1943, p. 34). The present 80-year 


old keyboard could be 


dev eloped 


improved and 


typewriter companies will gladly pro 
vide any desired keyboard, but, as 
NOMA states, the prime problem is re 


training. NOMA believes our 


keyboard will be with us at least another 


present 


80 years. 
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OMAC Plans Biggest Seminar 

The 14th annual Seminar and Business 
Show, sponsored by the Office Manage 
Assn. of Chicago, in 
with Northwestern University, 
held Feb. 12-15 in the 
Hotel, Chicago. 
among both 
indicate that attendance 
highs. In the last 
had to be 
ballroom 


ment conjunction 
will be 


Hilton 


interest, 


Conrad 
Expressions of 


registrants and exhibitors, 


will reach new 


several ses 

hotel ’s 
audience 
overflowed the scheduled meeting rooms. 


seminar 
moved to the 


sions 


grand because the 





} 2 ~ : 

Miss Seminar of 1956 (Charlene Petraus) and 
Mi:zs Business Show of 1956 (Sheila Almassey). 
At the business show 44,000 office execu 
tives viewed the demonstrations and dis 
number of exhib- 


plays of the greatest 


itors in the show’s history. It is ex 


pected that both events will break all 
previous records and plans are being 


made accordingly. 
The seminar will begin with a keynote 
Monday 


on Tuesday 


luncheon on noon, include a 


banquet evening, and busi- 


ness sessions Monday afternoon and all 
day Tuesday and Wednesday. The show 
will begin one day earlier, on Sunday. 
This is visitors from 


give 


planned to 
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FOR COMFORT, 
bonded foam latex 
padding; 2” on 
seat, 1’ on back 
and arm rests. 


TON-TESTED! 
Modern testing 
showed these 
chairs etill rigid 
under more than a 
ton of pressure. 


“WALL SAVERS” 
Backs of side and 
arm chairs carnot 
touch wall even 
when legs do, 


THEY STACK— 
Side chairs de- 
signed to store 
easily and simplify 
floor-cleaning. 


OF KANSAS CITY... 


PRICED TO PLEASE 
YOUR SENSE OF ECONOMY 


Comfortable seating for yourself and 
your staff, for clients and customers 
.. . in fresh new design concepts 
that are pleasing to the eye... 
rigidly constructed for long service, 
and with easily-removable coverings of 
elastic U. S$. NAUGAHYDE; other 
fabrics in many colors available. 
“Wall-saver” side and arm chairs with 
padded or plastic arm rests, and two 
handsome swivel models with arms 
. . . Side chairs as low as 31.40, 
swivels as low as 53.00. Ask to 
see them today! 


ah your Cramer dealer 


OR WRITE DEPT. 0-1 
CRAMER POSTURE CHAIR CO., INC. 
1205 Charlotte, Kansas City, Mo. 


MAKERS OF CRAMER POSTURE CHAIRS 


For More Information Circle No. 101 











World's Finest Duplicators 


AT THE WORLD'S LOWEST PRICES 


Intboducing 
SPEED-O-PRINT’S 
LIBERATOR MODEL S3OO ELECTRIC 


SPEED-O-PRINY CORPORATION 
1801 W. LARCHMONT AVE. e CHICAGO 13, ILL. 


For More Information 
Circle No. 146 





chance to see the show 
Also, it 
eannot 


nearby cities a 


with their families and friends. 


provides for local people who 
take time away from a busy work sched 
ule that Complete information on 
both the and the 
had from Office Management of Chicago, 


105 W. Madison St., Chieago 2 


week. 


seminar show can be 


Computer Conference 
The High 


puter will be 


third annual 


Conference 


Speed Com 
held at the 
Louisiana State 
Feb. 14-17. 
Megs 


_ 


College of Commerce, 


University, Baton Rouge, 
Full from Dr. 


son at the university. 


information Leon in- 


Air Conditioner Trade-Ins 


their old 
efficient, 


Businessmen ean trade-in 


air conditioners on new, more 
1956 models, according to Sydney. Ander- 
son Jr., commercial and industrial air 
conditioning sales manager for Airtemp, 
Div. of Chrysler Corp., who said ‘‘ Many 
being used 


air conditioners today are 


from 15 to 20 years old. Because of their 
age, these units have had no aetual book- 
but, when 


represent 


value for the past few years 


used as trade-ins, they again 


dollar assets.’’ 


Reservation System Seminar 

More than 100 railroad 
tended an intensive five-day seminar in 
New York on 


ervations control systems, sponsored by 


executives at- 
the uses of electronic res 
Teleregister Corp. of Stamford, Conn., a 


Three 


have already signed contracts for Tele- 


subsidiary of Ogden Corp. roads 


register Magnetronic Reservisor systems 
which 
ticket 
ously the availability of space requested 


permit reservations clerks and 


agents to determine instantane- 


by prospective passengers. 


Cleaning System Saves Money 

An office cleaning system which cuts 
one-third announced by 
Fred Schaaf, superintendent of proper- 
ties, Nationwide Insurance. The plan 
has saved almost a quarter-million dol- 


costs by was 
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Mr. Schaaf said. It 
developed over the past five years with 
the help of Industrial Sanitation Coun- 
Nation- 
wide’s ten-story home office in Columbus, 
The plan 
a program for improvement of 
and a pro- 
gram on equipment and work methods. 


lars in a year, was 


selors of Louisville, Ky., for 
Ohio, and ten regional offices. 
includes 
employee morale, research 
3efore the system was adopted, said Mr. 
Schaaf, 
janitor) cleaned 6000 sq. ft. a day; now 
13,000, is tired 


each sanitor (new name _ for 


less and has 


he handles 
pride in himself and the company. Costs 


despite inflation, increased salaries and 
benefits 
from 65¢ a sq. ft. to 4le (net rentable). 
(Average for northeastern U. S. 
A manual describing the system has been 


published. For a free copy Circle No. 359. 


addition of fringe dropped 


is 62e). 


National Conference 
& Exhibit Calendar 


of Chicago, 
Feb. 


Office Management Assn. 
Hilton Hotel, 


Conrad Chicago, 


12-15. 

National Office Furniture Assn., 
son Hotel, St. Louis, Mareh 3-5. 

Insurance Accounting & Statistical Assn., 
New Yorker Hotel, New York, May 
21-23. 

National Office Management Assn., Phila- 
delphia, May 20-24. 

National Assn. of Cost Accountants. Con- 
rad Hilton Hotel, Chicago, June 24-27. 

National Office Machine Dealers Assn., 
Shamrock Hotel, Houston, July 8-11. 

National Assn. of Bank Auditors & Con- 
trollers, Shoreham Hotel, Washington, 
i er Ome Sept. 17-20. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, 
Sept. 29-Oct. 3. 

National Institute of Governmental Pur- 
chasing, Conrad Hilton Hotel, Chicago, 
Oct. 14-17. 

National Business Show, 
York, Oet. 15-19. 

Systems & Procedures Assn. of America, 
Bellevue-Stratford Hotel, Philadelphia, 
Oct. 22-24. 


Jeffer- 


Chicago, 


Coliseum, New 





MANUFACTURERS 
EXPORTERS 








Don't overlook this Growing Market 
for Office Supply and Equipment Sales. 


Look at these official statistics for only one month’s 
exports. Then give serious thought to your own overseas trade. 
American manufacturers during last September (latest figures available) 


exported: 


mevisTs of EQUIPOS PARA orci Asa! 


Circulation — 10,000 


$106,916 of fountain pens and pencils to Brazil 
$43,684 of listing adding machines to Mexico 
$17,447 of duplicating machines and parts to Colombia 
$33,281 of new typewriters to Peru 
$55,016 of vertical record filing cabinets to Venezuela 


1,214 office stapling machines to Uruguay 


These figures are random samples for indi- 
vidual countries. Annually the entire Latin 
American continent will absorb a _ very 
impressive volume of your products. There 
are 19 countries in Latin America where 
all the office equipment and stationery im- 
porters, distributors, dealers and larger 
users receive La OFICINA. They keep it, 
refer to it as a guide and reference all 
year long. 

The need for all office products in Latin 
America is increasing steadily as business 
and industry develop. Tell these prospects 
and customers about your products in the 
1956 La OFICINA. Its advertising rates 
are low—its coverage is complete. Your 
advertising in La OFICINA is basic to 
establishing and building a profitable Latin 
American trade. 


Send now for more detailed information 


on circulation, advertising rates and a copy 
of the last issue. 


232 Madison Avenue, New York 16 


For More Information Circle No. 226 
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Electronic Accountants 
(Continued from page 129) 


tail; (3) operate the computer, and (4), 
it possible, maintain it. 

Sure, this is a big job but, if we work 
‘at it, we can do it. IT emphasize the 
lact that the National Machine <Ae- 
countants Assn. will do everything pos- 
sible to assist each member to obtain the 
necessary knowledge to accomplish this 
ehormous project. 

The National 


(ssn. has 


Machine 


become 


Accountants 
international. The 
only thing we hear or read about is 
eectronics. It is possible that, in the 
hear or distant future, we may change 
the title of our association to Interna- 
tional Eleetronie Aeceountants Assn. 
However, if such a change were made, | 
vonder what would happen to the old 
fashioned machine accountant. 

If you, as a supervisor of a machine 
accounting installation, are interested in 
joining NMAA, please write to National 
Machine Accountants Assn., 108 South 
Main St., Paris, Ill. 


Internal Auditing 


1 


Continued from page 109) 


Such an examination is strictly 
or a protective nature. 

In internal auditing, a protective 
service is also performed. Management 
from the internal auditor a 
service that will safeguard the 
pany’s resources from theft or fraudu- 
lent transactions. In addition to this pro- 
tective service, his examination is ex- 
tended to render a constructive service 
that management can use in effecting a 
more efficient administration and opera- 
tion. 

Under the constructive approach, the 
internal auditor is as much interested 
in the manner in which things are done 
as he is in the end results themselves. 
He not only verifies the authenticity and 


data. 


expects 


com- 
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WANTED 


25 LOST HOURS! 


Proven surveys with national concerns and 
Government agencies indicate that your typists 
might be giving you 15 hours of productive 
work per week while you pay for 40 hours. 





What happens to the other 25 hours? 
CS * 





DON’T BLAME THE GIRLS! 
They are working under the “head- 
swinging” handicap. Reading speed 
cannot be maintained. Words or 
lines are often omitted or dupli- 
cated, resulting in retyping. Eye- 
strain causes fatigue, resulting in 
decreased typing efficiency. 
Increase your typists’ efficiency and 
cut office costs with Pres-to-line, the 
world’s finest Copyholder. Finest 
because... ONLY PRES-TO-LINE 
@ Becomes a part of the typewriter 
e Easily folds over typewriter, to 
store into most typing desks. 
@ Offers instant fingertip spacing or 
foot-actuated spacing. 
@ Adjusts up and down and for- 
ward, and tilts for light reflection. 
@ Comes in colors to match all 
typewriters. 


Contact your local dealer or write: 


PRES-TO-LINE 


CORP. OF AMERICA 
2229 Cotner Ave. © Los Angeles 64, California 


For More Information Circle No. 254 
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CEL-U-DEX Crown Tip ene) for type that 
INSERTABLE INDEX sis , fa 


TRANSPARENT COLORS 


with visible exposures of 


LA L y ie N ~~ SSS = 3 S 
LY LY SA SI —s—_VXx 
Cleans type CLEANER! Handy dauber whisks away 


V4"" (for one-line index), 3" (for two-line index), dirt and goo in seconds! Non-inflammable, abso- 
/2"" (for three-line index) : . 
Two six-inch lengths in each package—cut to re- lutely safe; slow-evaporating, hence economical. 
quired sizes. Safe to use because non-combustible Look for the smart new orange-and-blue carton on 
Quick, permanent adhesion. Attractively packaged : 

with blank and alphabetical inserts. At Stationers your dealer's shelves. 

Everywhere. 


CEL-U-DEX CORPORATION CONTAINS NO CARBON-TETRACHLORIDE 


1 Main Street, Brooklyn 1, N. Y., U.S.A. 69¢ at all stationers and typewriter dealers 


For More Information Circle No. 284 For More Information Circle No. 286 








J.A.HEINRICH| [te Metre 


DANKERS a — > selon 
HAMBURG tit \e Fine AND 


GERMANY (WesternZone)establ 1905 | TuRGLARY 


FOR OFFICES 
AND HOMES 


Mode! 1013-VL 


Vertical Filing 
Home Letter Vault 


Ideal for the busines office and home 
Equipped with key lock, 10 filing folders and 
legible tabs erfect or bonds, documents, 
h 


ousehold receipts, and letters of all kinds. 
ACCESSORIES A nve nt i posit box with guaran 
teed protectior 

: Dimensions—Outside: 17” wide x 13%” high 

x 914” deep. Inside: 13” wide x 1014” high x 
é - 6” deep. Shipping weight: Approx. 50 Ibs. 
fo mee |iMmeo)anlo-Maatelelial-s- Write for complete information 
SCHWAB SAFE CO. 

LAFAYETTE, INDIANA 











For More Information Circle No. 285 For More information Circle No. 287 
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validity of a charge, but uses his broad 
knowledge of company operations to 
challenge its amount and necessity. He 
audits for profit and he is just as much 
interested in internal controls to elimi- 
nate waste and inefficiency as in 
maintained for the detection of de 
tions and fraud. 

For example, in the 
merchandise or raw 
strictly protective 
tor would be quite 


those 
falea- 


verification of 
materials from a 
approach, the audi- 
satisfied if he found 
a good system of internal control which 
included proper custody of the 
physical inventories being taken periodi- 
cally, and the maintaining of a_per- 
petual inventory record. However, 
from a constructive viewpoint, he would 
be far from satisfied if he found that a 
costly perpetual inventory system was 
being used when 90% of the 
stituted only 10% of the value. 

This article is written to explain the 
difference in perspective and is not to 
compare the utility of the two types 
of audits. In fact, in regard to the lat- 
ter, I doubt that this could be done satis- 
factorily, as their ultimate purposes are 
so different. The public accountant, be 
of the nature of his assignment, 1 
more interested in the verification of re- 
sults than in the manner in which these 
results are obtained. Consequently, the 
manner in which he about his 
examination will be quite different from 
that of the internal auditor who is not 
only interested in the end product, but 
in the validation of the 
which the results were 
perspective of the 
fluenced by the fact 
his complete independence, is rendering 
a service to the general public, while 
the other’s major objective is to be of 
maximum utility to management. 
Operating to a large extent in the finan- 
cial and accounting areas, but with dif- 
ferent perspectives, they both find the 
necessity of their existence in an 
where widespread ownership 
decentralization of opera- 
order of 


stock, 


stock con- 


cause 
2oes 


processes from 
obtained. The 
two are also in- 
that one, through 


economy 
exists and 
tions and management are the 
the day. 
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ULTISTAMP 


STENCIL DUPLICATOR 





The ORIGINAL 


Hand Stamp 
Stencil Duplicator 


ADDRESSES 
Shipping Tags 
Labels 


MARKS 
Cartons 
Boxes 
Packages 


HUNDREDS OF OFFICE USES 


At Office and shipping room supply dealers 
8 Complete Outfit Sizes 
9.50 to 99.50 


THE MULTISTAMP COMPANY 
NORFOLK |, VIRGINIA 


For More Information Circle No. 252 


MANAGEMENT SEMINARS 


Attendance limited to six persons 
Five-day sessions © 9 AM.-5 P.M. 


Uses of Electronic Computers 
Mechanization Other Subjects 


H. A. WARNER 
(formerly Technical Director of NOMA) 
Box i9, Route 4 Elkridge 27, Maryland 


PRINTS 
Postcards 
Menus 
Forms 
Bulletins 
Price Lists 
Letters 
Trial Forms 














For More Information Circle No. 253 
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f the Industry 





Pitney-Bowes Expansion 


Plans for a long-range building expan- 
sion that will add 200,000 sq. 
ft. to the main plant and home offices of 


Pitney-Bowes, 


program 


Ine., at an estimated cost 
of $3 million, will take about two years 
to complete and provide eventually for 
1,700 than 


Stamford, 


employees, about 300 more 


the company now 
Walter H. 


s,0wes 


employs at 
Wheeler J Ree 


also employs about 


said president. 


Pitney 2.000 
men and 
district 

and 
tails of the 


the general plan is to 


women in the 94 branch and 


oftices of its nationwide 
Although de 
program are not 


build a 


building for finishing operations and 


Sa les 
service organization, 
complete, 


1 ly, story 


story plant and office extension where all 
local outlying plant and service opera 
tions, except will be con 
solidated. 


‘*We are undertaking this rather size 


warehousing, 


said 


able building program all at once,’’ 
Mr. Wheeler, 


t can be done 


‘‘heeause estimates show 
more economically 
effort than it 
piece by piece over 
; The building program is under 
the direction of John H. Pratt Jr., ad 


ministrative vice president. 


much 
in one construction could 
if done severa 


vears.’’ 


Safeguard Sales Manager 

Appointment of David H. Kollock III 
as general sales manager of Safeguard 

Office Systems Divi 
sion announced by Francis _.J. 
Tucker, president. Mr. Kollock comes to 
from M. A. Kollock, Ine., 
Prior to that he represented 
Motor Products Corp. as field sales man 
iger in the area. He 
district representative for the 


Corporation’s new 
was 
his new post 


importers, 


was also 


Admiral 


eastern 


Division of 


lock will 


Pierce Phelps, Ine. Mr. Kol 
initiate and direct a sales pro 


gram for greater distribution and pro 


motion of Safeguard’s  checkwriter, 


record systems and other office machines. 


Royal McBee Appointments 
P. M. Zenner, 


report d 


president, Roval McBee 
that B. F. Cutler, treas 
‘tor of Royal McBee, was 


‘Orp., 
* and a dir 
esident at a recent board 

ing Mr. Cutler 


o. will 
treasurer and 


continue to guide 


the financial affairs of the company. 


B. F. Cutler 

D B. 
International, 
L.’°C. Hult, 
of their 
take over duties of director of 
sales. A. W. Wilbur, formerly 
director of McBee Inter 
Holland. 


L. C. Hult 
Starrett, president, Royal McBee 
announced the return of 
formerly managing director. 
Leiden, Holland, subsidiary, to 
interna 
tional 
finance, Roval 
national, succeeds Mr. Hult in 


NOFA Convention Plans 


The 10th Annual 
of National Office Furniture 
Hotel Jefferson, est. 


will 


Convention-Exhibit 
Assn. at the 
March 3-5, 


entertainment, 


Louis, 
offer outstanding 
sessions and an ex 
which is the Nation’s Office Furni 


worthwhile business 


hibit 
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Bates 

Staple Remover 
Bates Removes all sizes of 
Stamp Pads staples without 
Reversible, renewable tearing paper. 
filler for long life, 
Rubber base. 


Bates Staplers 
Wide range of models 
for every requirement. 
Bates 
Numbering 
Machine 
The acknowledged 
leader throughout the 
world for more 


than half a century. BAT ES foley. an m4 


Bates List means lasting 


Finders 

Press... . . 

presto! satisfaction both 
There’s the 

address, 

phone 


seer A to the seller and user 


Bates B-50 Refill oy recipe, etc. 
Enough rustless brass quick as 


wire with each a wink! of Bates madele le leas 


loading to make 
5000 staples. 


y 


Bates 
Perforator Bates 
Easiest action, Model C Stapler 
large waste container. Makes its own staples. 


Compact, economical. One loading — 
5000 staples. 


Bates 
er. . 
Standard Staples ~ 4 
Bates 
Red staples towards Automatic dale B AT = Ss 
end of strip give Eyeleter 


warning to reload. Feeds, manufacturing ot 


Save time and temper. . P 
P inserts and crimps Orange, New Jersey: 


eyelets in one 
ps arenas action. New York Office, 30 Vesey Street 


For More Information Circle No. 127 
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WITH THE 
SELF-LEVELING 


4 








¢ PORTABLE! 


° ALL 
METAL! 











This new Tiffany wonder automatically levels the 
pages ...keeps them flat and instantly readable 
at any point from first to last page. This is accom- 
plished by an ingenious 2-piece top with self- 
ieveling suspension that floats vertically and 


7h foie atmuns tal @ tay tos a tae teak 
* ADJUSTABLE . through concealed balanced spring action, Smaller 
v s sets in 

HEIGHT! olumes used in sets can joined and us 


order and simultaneously. 


At better dealers everywhere. 


For correct height, the Tiffany 
Duplex adjusts quickly; top 


swivels for use by more than oa 

one person. Transports silently 

on 2” ball-bearing soft rubber 

casters. Sturdy, all-metal, the . 





new Duplex is available in 5 

colors. 733590 FORS VTA 
Balanced, graceful design com- 

plements modern office decor. 5t. tous 5, maO: 





For More Information Circle No. 115 
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ne ce, - ® Pe 


Colonial Carbon Co., specialists in the manufacture of spirit duplicating products, are erecting 
this 21,000-sq. ft. factory at 8110 N. St. Louis Ave., Skokie, Ill. The 70,000-sq. ft, plot will allow 
ample space for future expansion. The building will have switchtrack facilities, air conditioned 
offices, employee lunchroom and enlarged research laboratories. It is estimated that the new 
plant will allow an increase in capacity of 100% over the present building because of its 


larger size and the addition of new machinery. 


ture Mart. This will be a streamlined 
convention, three days 
(Sat., Sun., Mon.), and 
their 


More than the usual care is being taken 


instead of four 


dealers will be 


away from offices only one day. 


in planning so that every session will be 


fast moving and informative. Saturday 
at 9 a.m. there will be a business session 
and election of officers followed by a 
product 
groups will meet Monday at 9 a.m. The 


headed by 


knowledge session. 
dealers’ workshop will be 
Melvin J. 
. 

Corp., 
resentatives 


Levin, Business 
The manufacturers’ rep 
workshop will be led by 
Roger W. Young, Detroit., who will also 
have a panel to assist him. The 
facturers’ workshop will be a breakfast 
meeting with Mrs. Moselle T. 
Reports will be made on all 


Equipment 
3oston., 
manu 


Meals as 
chairman. 
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Workshop: 


Building will open in March or April. 


workshop sessions prior to the closing 
luncheon Monday noon. 

The exhibit will be held in Kiel Audi- 
torium with 220 booths displaying prod- 
furniture manu- 
located 

furni- 


ucts of leading office 


facturers. Six model offices, 

throughout the hall, will contain 
ture and accessories supplied by exhibi- 
take 


home a brochure of photographs of the 


tors. Every dealer attending can 


offices and sample floorplans, all ready 
for use in selling similar complete pack- 
ages to customers. Advance registrations 
for the Convention-Exhibit 
be made to NOFA at 327 8. 


Chicago 4. 
Kirk Joins Gray Mfg. Co. 


J. Richard 
sales staff of Gray 


should now 
LaSalle St., 


Kirk has joined the gen- 


eral Mfg. pro- 


Booth of International Cash Register & Parts Co. at the 10th Anniversary Exhibit of the Inde- 


pendent Cash Register Dealers Assn. in Los Angeles. L. to r.: Mr. Jones, Matthew Berger, E. F. 
Carey, Guy Edmonds, Irving Pressman, Miller Huggins and Stanley Hayman. 





Three former office boys who became top 

executives of Joseph Dixon Crucible Co. L. to 

r.: Frank G. Atkinson, president; Henry W. 

Armstrong, vice president and treasurer; Harry 

G. Ericson, general sales manager. Peering 

down on his "boys'’ from the portrait is founder 
Joseph Dixon. 


ducers of Audograph and PhonAudograph 


dictation equipment. He will assist in 


coordinating the company’s national ad 


vertising, direct mail and public rela 


tions activities. 
Facit House Warming 
Inc., held a house warming at 


New York offices at 404 Fourth 
Ave. for guests and dealers in the area. 


Facit, 
its new 


The Consul General of Sweden spoke on 


Swedish-American trade relations, and 
Erik Ohlsson, Facit president, deseribed 
South 
extended 
Ohlsson 


U.S. in 


economic conditions in America 
tour of 
that 


1955 increased 


based on his recent 
that 
Facit 


1ID% over 


continent. Mr. said 
sales in the 


1954. 


AOA Honors Lang 


Rudolph 
the National 
ed a seroll in recognition of his services 
to the American Assn. by 
Admiral George F. 
of the 
ored for his 


Lang, managing director of 


Business Show, was award 


Ordnance 
Hussey Jr., president 
association. Mr. 
contribution 


Lang was hon- 


to the public 


of the association 
with specific reference to his work in the 


field. 


information program 


visual communication 


Dictaphone to Move in N. Y. 


Dictaphone Corp. will move its New 
York district sales offices on April 1 to 
floor of a new 20-story, alr 
conditioned office building at 711 Third 
Ave. L. M. Powell, president, said that 
the company in had 
street 


the ground 


recent years been 


locating its sales offices at level 


for advertising and display purposes. 


Hadley Appointment 

Robert Ek. Carter 
assistant to the president of 
Hadley Co., Angeles, was announced 
by George L. Mr. Todd 
is also president of Todd Co. Both Todd 


Co. and Charles R. Hadley Co. are wholly 


Appointment of 
Charles 
Los 


Todd, president. 


owned subsidiaries of Burroughs Corp. 
Royal Portable Executive 
Ww, wo. 


Royal 


sSeckwith, portable sales man 


ager, announced 


Typewriter Co., 
Robert C. 
formerly special portable and sales train 


the appointment of Miesemer, 


ing representative, to sales development 


manager for the portable department. 


a 
t. 
Barbara Goldfinger assembled and inspected 
address books at National Blank Book Co.., 
Holyoke, Mass., as a work assignment during 
her graduate course in the Harvard-Radcliffe 
Program of Business Administration. 
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SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 

















MONT we. 


21 WEST STREET, NEW YORK 6, N. Y. 

















TELEPHONE HANOVER 2-5425 





For More Information Circle No. 188 





973 43 Simple 4 


To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING e BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 











DEPT. 4 
45 SECOND STREET 
SAN FRANCISCO 5 
CALIFORNIA 





SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 
For More Information Circle No. 383 
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Bates Representative 

W. H. Blake has joined Mfg. 
Co. to eover Ark., La., Miss., Tenn., and 
Ky. 


sates 


He was previously a stationer, with 
Blake & Bowles Office Supply Co., Baton 


Rouge, La. 


Directs Foreign Manufacture 
Robert A. 
director of 


Atkins has been appointed 
manufacturing for 
staff 


president in 


overseas 
Burroughs Corp., a new 
the vice 
manufacturing, it 
William J. Delahanty, 
Mr. Atkins will 


manufacturing 


position 
under charge of 
was announced by 
vice president. 


direct and coordinate 


programs in overseas 
plants owned by the parent company or 
its subsidiaries. Burroughs has 


Scotland, 


manu- 


facturing plants in England, 


France and Brazil. 


Multigraph Sales Executive 


R. O. Trautwein has been 
Multigraph assistant 


\ddressograph-Multigraph 


appointed 
sales manager of 
Corp., it was 
president of Multi 
graph distribution, W. H. Wilson. Mr. 


Trautwein was 


announeed by vice 


former Multigraph branch 


anager in He joined the 


Indianapolis. 


1945. 


corporation in 


The Bert M. Morris Memorial Golf Trophy 

which is played for each year by the Golden 

State Travelers of Southern California and the 

‘49ers Travelers Club of Northern California. 
The latter won last year. 
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The 4-way 
calculating 


champion 
beats your 
competitors! 


Ten and out! Winner and still champion 
— the Facit ESA-O! Yes, the world-famous 
Facit 10-key system — so simple that your 
office-boy can be a calculating expert with- 
in fifteen minutes — is unbeatable when 
figuring out the answers you want during 
a long-distance call or an important con- 
ference. It’s the world’s smallest fully auto- 
matic calculator and takes no more space 
than a telephone on your elegant desk. 


— 


Everybody likes the Facit ESA-O because 
of its fashionable design and outstanding 
quality. Thousands of Facit calculators have 
been used day after day for twenty years 
— and more! — and they are still helping 
their owners to a better office efficiency, 
saving lots of money all the time! Why 
don’t you ask for our illustrated brochure 
FB 24 and find out what Facit can do in 
your case? 


CALCULATOR 


WORLD’S MOST 
EXPORTED CALCULATOR 


FACIT INC. 


404 Fourth Ave., New York 16, N. Y. 


114 Sansome St., San Francisco 4, Calif. 


For More Information Circle No. 215 
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SAVE TIME - MONEY 


Use Atlas 
Complete Vertical Filing 
“<a for 
© NEGATIVES 
© OFFSET PLATES 
© STENCILS 
© X-RAYS 
© ART WORK 
© SWATCHES 


The efficient, eco- 
nomical method of 
filing. Write for 
complete informa- 
tion on Atlas Files 
and Patented 


NEGA-PLATE HANGER Hangers. 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue 


Cleveland 10, Ohio 


Systems 








For More Information Circle No. 169 


INTRODUCING ...Two keytops 
that will fit all typewriters listed. 
You profit, by cutting your inventory 
and save more on the low prices. 











The new “UNIVERSAL” (left) for — 

Remington 17, KMC, Superwriter, 

Noiseless ; Underwood Noiseless ; 

L. C. Smith 2A, 6A, 7A, 8A; Royal KMM, 

KMG, HH; Underwood SS, 150; 

R. C. Allen and I.B.M. In green only. 

The “KEY COVER” (right) for — 

Remington 10, 12, 16; L. C. Smith 8 to 1A; 

Royal X, SX, K, KHM, KMM; Underwood 

5, 6, 11, M, S$; Woodstock. In grey, green. 

PRICE — 12 sets, $2.00 ea.; 

50 sets, $1.95 ea.; 100 sets, $1.80 ea. 

No discounts under 12 sets of any one style. 

PEARL ENGRAVING CORP. 

29 East 19th Street, New York 3, N. Y., U.S. A. 
For More Information Circle No. 170 
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aa 


the Quality Line of 
STURDY, TRANSPARENT 
PLASTIC 


T-SQUARES 

PROTRACTORS and 

OTHER RULING, 

DRAWING and 

COMPUTING DEVICES 
Write for Free Catalog 


C-THRU RULER CO. 


Hartford, Conn., U. S. A. 


For More Information Circle No. 171 

















PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name. This improves personnel relations. 


Send for Samples and Prices Today 
OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
} 1 W. Washington Blvd Chicag 


For More Information Circle No. 172 
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N. Y. State Distributor 


Appointment of Nichols 
quipment, Inc., of Syracuse, Albany and 
Binghamton, N.Y., was announced by D. 
Ki. Williams, vice president of Inserting 
& Mailing Machine Co. The new dis 
tributorship will cover all of New York 
State except the New York City territory. 


2 1 
Business 


Old Furniture Round-Up 


The first of a series of powerful pro 
motions for the office furniture industry, 
to be sponsored this year by National 
Office Furniture Assn., was announced by 
Henry Flarsheim, vice president, Bozell 
Inc.,. NOFA’s 
public relations agency. An Old Office 
Furniture Round-Up, scheduled next 
month, will give prospective buyers of 
office furniture and equipment, a reason 
to act their 
Customers will be made con- 
scious of the need to bring their offices 
into step with modern developments. 


& Jacobs, promotional 


now instead of deferring 


purchases, 


Marchant Managers 


Edgar B. Jessup, president, Marchant 
Calculators, Ine., announces the promo 
tion of J. H. MeDonnell to the position 
of district manager of the Houston dis 
trict office. He formerly district 
manager of the Wilmington, Del., office. 
Service for the Houston district continues 
under Fisher A. Wright, service manager. 
Sullivan was promoted to 
of the Fresno, Calif., 
fobert H. Uldall 


was 


James E, 
agency 
district 
is service manager. 


manager 


oftice where 


A. B. Dick Distributors 


\ppointment of new distributors was 
B. Dick Co. A. B. Dick 
Products Co. of Columbus, Ine., 31 N. 
Grant St., Columbus, Ohio, is headed by 
William J. Armstrong, regional 
sales manager, who joined A. B. Dick 
Products Co. of 
is owned 


announced by A. 


former 


in 1927. Duplicating 
Rochester, 460 S. Clinton Ave., 
by J. M. Landers, formerly the company’s 
distributor in Binghamton, N.Y. The new 


A PEDIGREED BRAND 


Conforms to Federal Specifications 


7 


Ne 


Sige bd 


PROMPT 
DELIVERY 


OUTSTRETCH. . . OUTLAST Hi OUTSELL ... ALL OTHERS 
Sold Only Through Recognized Wholesalers 


PLYMOUTH RUBBER COMPANY, Canton, 


+ sy. 


“Ke 


Mass. 
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The 
Handiest 
Gadget 


precision 
pencil 
sharpener 
and tape 
dispenser 
“COMBI” 





A new idea In a desk peeoeeery 
for OFFICE or HOME. 
Any small - of tape _ will = into the base 
(up to %'' width) 

A most practical combination for EVERY DESK—a 
peifect po.nt with a twist of the wrist. Variety of 
other fine — for office or home. Ask your 
stationer, or write 

FRED BAUMGARTEN, Dept. X-1, 

SIATION F, ATLANTA, GA 

For More Information Circle No. 204 


TYPEWRITERS 
ALL ound 


REGALRITE BRAND 
RIBBONS AND CARBONS 


* 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y. 


For More Information Circle No. 202 
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Substantially Reduces 


NOISE 
of Keyboard Graphoty pes 








SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation not interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 





For More Information Circle No. 203 








need a SPECIAL index anary 


build it yourself 
with... 
1 Smith’s 
OPNWINDO 
Steel Guides 


Just type the 
captions you need—slip them 
quickly into these movable 

clamp-on guides. 1001 other 
uses to save time and improve 


your filing. Available in 1” or 
2” widths. Packed 25 to box with 
labels in strips for easy typing. Also 
alphabetic labels to 200 subdivisions. 
See your office supply dealer or write 


CHARLES C. SMITH, INC. 


EXETER, NEBRASKA 
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Binghamton distributor is Duplicating 
Products Co., 160 Main St., headed by 
sirch Phillips, who is also the A. B. 
Dick distributor in Williamsport, Pa. 


Postage Meter’s 35th Year 

The 35th anniversary of the metered 
mail system originated by Pitney-Bowes, 
Ine., was celebrated at the annual ban- 
quet of the Oval Club, honor society of 
men and women who have been employed 
by the company ten or more years. Spe- 
cial recognition went to eight men still 
actively employed who joined the com- 
pany prior to the date in 1920 when 
Stamford Post Office officials set the 
original Pitney-Bowes postage meter that 
dispatched the world’s first metered mail. 
Senior vice president William F. Bernart, 
principal speaker at the banquet, cited 
‘‘the thousands of Pitney-Bowes men 
and women who, in little more than a 
generation, have helped make the post- 
age meter an indispensable arm of the 
world’s postal services and as familiar 
an office tool as the typewriter and add 
ing machine,’’ 


NOMDA Blue Book 

What is expected to be the biggest 
single benefit to members of the National 
Office Machine Dealers Assn. will be its 
new ‘‘Blue Book’’ which is rapidly ap- 
proaching its publication date. It will 
be pocket size, loose leaf, and contain tab 
indexed sections on standard, electric and 
portable typewriters, caleulators, book- 
keeping machines, duplicators, cash regis 
ters, adding machines, dictating machines, 
ete. 


Burroughs Engineers 


Robert A. Niemi, general manager of 
the Plymouth Division, Burroughs Corp., 
Plymouth, Mich., announced that Du Ray 
Stromback, formerly of Burroughs re- 
search center, Paoli, Pa., has been ap 
pointed manager of engineering with 
responsibility for the entire Sensimatic 
accounting machine engineering opera- 
tion at Plymouth. Byron A. Runde was 
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How Long 


Should Records be Kept? 
ra oe 


eXede) 40-3 am a-1 | 


you Now 


available— 

our Manual of Re- 

cord Storage Practice 

with Retention Periods for 

general business and banks. It 

tells a simplified story of record 

procedure and an easy-to-do 

storage plan for inactive records. 

A VALUABLE GUIDE FOR 

EVERY BUSINESS. For your 

FREE copy, clip this ad to your 
letter-head and mail to: 


BANKERS BOX CO., Dept. O-! 


720 S. Dearborn St., Chicago 5, Illinois 
For More Information Circle No. 250 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling 
Made in 7 heights—3 widths. 
Send for Circular 53-0 and 
prices. 

1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, til. 


For More Information Circle No. 251 
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int... every time 


sharpens 

all 

wooden pencils 
instantly, 
automatically . . . 
Saves pencils, 
Saves time, 
saves money. 


world’s 
finest 
completely 
automatic 
electric 
pencil 
sharpener 


AT YOUR 
STATIONERS 
OR WRITE 


MANUFACTURERS oR INC. 


1825 MACKLIND 
For More Information Circle No. 378 
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} st. tours 10, mo. 


named chief product engineer, and Char 
les Geisheck chief product improvement 
soth 
Burroughs’ 


engineer. men have been transfer 


red from engineering offices 


in Detroit. 


Envelope Firm Moves 

Envelope & Paper Corp., founded in 
1934, has moved into newer, more modern 
and better equipped quarters at 480 Canal 
St., New York 13. 


Royal Managers 


W. W. Pennels, Office 
Typewriter & Supplies Dept., Royal Type 


sules manager, 
writer Co., announced a number of man 


agerial changes, as follows: G. L. 


Snider, formerly general sales manager 
for Royal’s Canadian operations, is dis 
trict manager at Washington, D. C. Mr. 
who takes 
H. W. Ulrey, 
Atlanta, 


Loop 


Snider succeeds J. B. Eecles 
over the helm at Cleveland. 
formerly district manager at 
heads operations at the Chicago 
branch office. J. B. Longley, formerly 
Nashville district manager, has been ele 
vated to district manager of the Atlanta 
branch. J. B. Eccles, formerly Washing- 
ton, D. C. 


signed the managership at Cleveland. D. 


district manager, has been as 


A. Coursey, formerly district manager at 
named to direet branch 
Nashville. Charles 


formerly New York group manager, will 


Cleveland, was 


operations at Roy, 
handle a special assignment in Pittsburgh 
and supervise a group of distributors in 





Attractive window display of Allied Flagship 

metallic back carbon paper and Southworth 

typewriter paper at Western Bank & Office 
Supply Co., Oklahoma City. 
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For Fast, Sure, Clean 
Sealing and Moistening... 


Use the 
PIKE BETTER MOISTENER™ 


For sealing envelopes, sticking stamps and 
. labels, put PIKE “Better Moisteners” in your 
mailing department and shipping room! They’re self-cleaning—last for years. 
Broad weighted base prevents tipping. Feet are concealed and rubber-padded— 
no scratching! 
Attractively color-styled with sparkling chrome cover. 


Model 3A—Porcelain base. Black, gray or brown. List price $5.95, Model 3C— 
Cast iron base. Black or steel gray wrinkle finish. List price $6.35. 











Both with 3” adjustable brushes. Extra brushes $1.50. Order from your stationery 
or office supply dealer, or write direct for illustrated literature. 


Dealers’ Inquiries Invited 


E. W. PIRE-@ CO., TNC. gaswi-ncis 


496 NORTH AVENUE + ELIZABETH, NEW JERSEY 


____ For More Information Circle No. 136. 





KEY TO MOTOR DEPENDABILITY 
AY AS Td) //)/ 5 ee 


Special engineering is the key to motor depend- 

ability in business machines... because it assures 

the exact mechanical and electrical requirements for 

the application. This is one of the reasons why more and 

more designers of leading business machines are turning 

to Lamb Electric Motors, which are all specially engineered. 
The Lamb Electric Company, Kent, Ohio 


In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


4 a r/ . 
Lé SPECIAL APPLICATION 
es 


FRACTIONAL HORSEPOWER M OTO R $ 


For More Information Circle No. 137 
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“Office 


NAVAN IOP ae) = 
BUSINESS 


me) As 


How to Design and Use the 
Tremendous Number of 
Forms Constructions 
Available Today 





.». a guide to 
businessmen, 
office executives and 
purchasing agents 





The basie principles of design and construction of busi- 
ness forms, illustrated with nearly 100 charts, examples 
and pictures. The Manual of Business Forms points out 
the many different varieties of forms available for use 
in business and industrial management. 

The only objective work on the subject. For the first 
time, all the tremendous number of available forms 
constructions are described in a manner which allows 
the reader to select the best type for a particular 
business system. Time studies of forms processing 
operations are reduced to efficiency factor figures in 
easy-to-read charts which pinpoint the basie advantages 
and disadvantages of each type of construction. In 
addition, there are chapters on carbon paper, tags, 
envelopes and paper. Other chapters thoroughly cover 
duplicated forms, checks, pegboard forms, autographic 
registers, stock forms, manifold books, and many others. 
The Manual ineludes many pages of informative adver- 
tising, providing a wide range of sources for the 
reader to use in selecting forms manufacturers and 
suppliers. 


MANUAL OF =-s|-—sQFFICE PUBLICATIONS CO. 


BUSINESS FORMS 
$2 a copy postpaid in U.S. 232 Madison Ave., New York 16 
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that area. J. S. MeKean, formerly assis 
tant manager at Philadelphia, assumes 
duties at the home office as a staff assis- 
tant in the Office Typewriter & Supplies 
Dept. Gerald Stewart, formerly New 
York salesman, succeeds Charles Roy as 
a New York group manager. 


Ditto Systems Manager 


Robert B. Finley was appointed mana- 
ger of the systems department of Ditto, 
Ine., Chicago, replacing Henry J. Mor- 
ton who retired after 30 years’ service. 
Mr. Finley comes to Ditto with a well 
rounded educational and business back- 
ground in accounting, financial and busi 
ness systems problems. 


Superior Expands 

Superior Typewriter Co. has moved to 
new and larger quarters at 34 Huber St., 
New York, where, George Purvin states, 
they have more than 28,000 sq. ft. for new 
and additional rebuilding and refinishing 
equipment. A branch office and warehouse 
also has been opened in Canada. Superior 
Typewriter Co. of Canada is at 3340 
Notre Dame St., East, Montreal. A stock 
of from 1,000 to 3,000 machines of various 
makes and types will be available for 
distribution to dealers in Canada. 


A-M Export Director 


B. J. Stone has been named director 
of export distribution for Addressograph- 
Multigraph Corp. Since 1950, Mr. Stone 
was Washington branch manager and di- 
rector of federal government business. 
The announcement was made by J. B. 
Ward, president. 


Victor Branch Managers 

The following branch managers of 
Vietor Adding Machine Co. have been 
transferred to new cities: Vernon T. 
Himebauch, Charlotte, N. C.; Donald 
Patterson, Pittsburgh; Louis Alexander, 
Washington, De C.; Walter Beisser, east 
ern region. Robert Westmoreland and 
Richard Petti are branch managers at 
Nashville and Akron, respectively. 
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SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Mail Bags For Your 
Select Clientele 


WRITE FOR CIRCULAR 


CAN-PROG,.. 


32 Mewniams $F 
FOND OY LAC wis 


For More Information Circle No. 221 


MANUFACTURERS OF DURALUMINUM 


“Cee aun 


Aun CO., Inc. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 222 








For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on @ 
“Futuristic” 
5-Star Platen 
for 
: Best Results 
Monufactured a Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 
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GENUINE ENGRAVED: 








ATL. FOR FREE PROO i _ 
DEWBERRY ENGRAVING CO. 
807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 

For More Information Circle No. 224 








Underwood Expands in Spokane 


‘The { To keep pace with increased demands 
iy | for its typewriters and business machines 
| in the Pacific Northwest, Underwood 


Corp. celebrated its 50th year in Spo 
kane by moving to new and larger quar 
ters at West 412 Boone Ave. Regional 


End the Wraps 
Problem! 


manager Walter R. Cox greeted some 200 
business and civie leaders at open house 
ceremonies, Attending were the Mayor 
of Spokane and J. A. Johnson, Under 
wood Pacific district manager. Visitors 


Keeps Wraps also were shown through the service de 


partment by Robert E. Murphy, service 


Aired, Dry and manager. 


Now Markol Metal Products, Inc. 
Markol Metal Products, Ine., has been 
formed in Rochester, N. Y., to acquire 
Now private or the All-Purpose Metal Equipment Corp. 
small offices | _ Charles W. Kolmetz is president of the 
keep wraps in a 
convenient and or- 


tte a 
in press 


new corporation. Erwin Martens, presi 


derly manner ... with each coat on a dent or Martens Heating Co., is vice 
hanger keld apart from all others; each president. Markol Metal Products, Ince., 
hat on its ventilated hat space; umbrellas will continue to manufacture traveling 
in a built-in stand and overshoes off the racks and other All-Purpose mailroom 
floor. With an Office Valet there is no equipment which will be known as Multi 
“piling on", no crushing, no danger of Purpose equipment. 

tipping over. It will accommodate 6 peo- 

ple efficiently, graciously, on less than 2 Samas Branch Managers 


sq. ft. of floor space. Appointment of Fred R. Grimm as 


Sturdily built of welded furniture steel branch manager of the Underwood Samas 
finished in modern baked enamel and Punched Card Division’s New York of- 
smart in line, it is an efficient answer to fice was announced by H. R. Russell, di- 
the wraps problem in offices, stores, res- vision manager. 
taurants, homes—wherever people gather. 

Charles B. Cook 


Charles B. Cook, 80, died Dee. 13. He 


etme A was @ member of the board of directors 

or capacity. | of Royal MeBee Corp. and, until his re- 

eo A tirement in 1948, vice president of Royal 

OV-10. Typewriter Co. and manager of its plant 
VOGEL-PETERSON CO. | at Hartford, Conn. He had been with 


1121 West 37th St. + Chicago 9, Ill. | Royal sinee 1907, 
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NEW! Bantam Model F ro 
EXACT- PHOTE- COPY Dont d P 


DRY that screw ! 


Process Unit 


Gives you DRY 
photo copies in 
your own office 
‘ or plant in sec- 
onds. 


Light vee Portable $225. 


low priced at only 


100% portable. Weighs only 28 Ibs. 
;— ONE UNIT DOES EVERYTHING~; 


and does it automatically! 
¢ No darkroom ¢ Simple to operate 
¢ No fumes ¢ Get 60 to 90 copies 
* No washing per hour 
* No Gries ° bs ph x any length 
No d 7 r 2-sides 
MADE IN "0. S.A. LIFETIME” GUARANTEE 


GENERAL PHOTO PRODUCTS CO., INC. 


15 Summit Ave., Chatham, New Jersey 
Specializing in the manufacture of dry and 
wet process photo copy equipment & supplies. 





Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 
from =0 
to to 714” 
screws 





THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


equpeeeeeseeeeeee? 


For More Information Circle No. 209 _For More Information Circle No. 211 
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AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines. Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums. 
Dealers write for complete 
catalog! 


SPECIAL DISCOUNT NOTICE 


Due to our newly installed 5,000 gallon 
tanks and modern up-to-date equipment 
in the manufacture of duplicator fluid 
for all types of duplicator machines, we 
offer the Stationers and Dealers special 
discounts on the one (1) Gallon Cans 
and 54 Gallon Drums of AUTOCOPY 
Duplicator Fluid. 


Our lithograph cans or your own can ' ; ; 
—you supply the labels, Write now for ' Wilhelm Dreusicke xCo KG 
our special discount sheet. MANUFACTURERS OF UNION-TYPE 


TYPEWRITER PARTS AND SPECIAL TOOLS 
12150 South arte St., Chicago 43, Ill. 
150 West 26th Street, New York 1, N. Y. ASK FOR YOUR FREE COPY OF EXPORT CATALOG 

INNER AC RRA NR IS 











For More Information Circle No. 210 For More Information Circle No. 212 
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Acco Products, Inc 38 
Acme Adding Machine Service & Sales Corp. 210 
Addo Machine Co. 128 
Alexander Hamilton Institute 6 
Allen Business Machines Inc., R. C 25, 26, 27, 28 
Allied Carbon & Ribbon Mfg. Corp 142 
Alma Office Machines Co.p 212 
Amberg File & Index Co 226 
American Automatic Typewriter Co . 190 
America Hair & Felt Co. _ ae 
American Numbering Machine Cc. 39 
American Register Co. . 195 
Ames Supply Co. 253 
Associated Industrial Designers 156 
Atlas Stencil Files Corp. : = 
Autocony, Inc 

Ayres Corp. 08 


Bankers Box Co ? 
Bates Mfg. Co. 239 
Baumgarten, Fred 248 
Bohn Duplicator Corp 169 
Bomont, Inc. 243 
Bonnar-Vawter, Inc. 205 
Borroughs Mfg. Co. : 105 
Brown Paper ‘ 96 
Bruning Co., Charles 

Bud Type Cleaner Co 

Burroughs Corp. 

Busincss Systems, Inc. 


Can-Pro Corp. 

Carteret Printing Co. 

Carter's Ink Co. 

Casper, Inc., Irwin 

Cel-U-Dex Corp. 

Challenge Machinery Co. 
Charnstrom Co., W. A 
Chart-Pak Inc. 

Chesh're Mailing Machines, !nc. 
Clar-O- Type Co. ‘ 
Clary Corp 

Cole Steel Equipment Co. 
Collamatic Corp. 

Colonial Carbon Co. 

Columbia . 

Columbia Ribbon & Carbon Mfg. Co. 
Comptometer Dictation Division 
Copease Corp. ; : 
Cormac Industries, Inc. 
Cotterman, |. D. 

Coxhead Corp. Ralph Cc. 
Cramer Posture Chair Co. 
C-Thru Ruler Co. 


Dankers, J. A, Heinrich . 
Dashew Business Machines, !nc. 
Davidson Corp. 

DeJur-Amsco Corp. . 
Dennison Mfg. Co. . 
Denominator Co. 

Dewberry eons Co. 

Dick Co., 

dh eon Corp. 1% ; 
Diehl, GmbH, Heinrich . 
Ditto, Inc. ....Inner Back Cover 
Dixon Crucible Co., "Joseph 218 
Dreusicke & Co., . S., Wilhelm ee 
Dupli-Typer Co. i cele Snacks aes seuss : 172 
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Eastern Corp 

Eastern Kodak Co 

Esleeck Mfg. Co Facing 50, 5! 
Eureka Specialty Printing Co. ; 20! 
Fvans Soecialty Co 194 
E-Z Sort Systems, Ltd 


Fabbrica Addizionatrice /taliana 
Faber-Castell Pencil Co.. A. W 
Faber Pencil Co., Eberhard 
Facit, Inc. 

Felt & Tarrant Mfg. ~> 
Filmo/ype 

Force & Co... Wm. A 

Force Western, inc 

Forms, Inc 

Frankel Mfg. Co 

Fremaco International, !nc 
Frumkin, Michael 


Gates Acoustinet Co 
Guaranty Paper Corp 
General Binding Corp 
General Photo Prodict: € 
Graff Co., George B 
Graphic Systems 


Haloid Co 
Hall-Welt>r Co 
Hammermil!l Paper Co 
Hano Co., Philip 
Harding Co., Milo 
Heat-Timer Corp. 
Hermetite Corp. 
Meyer Corp. 

J. JI Co 
Hush: A-Phone Corp 
Hygienic Dental Mfg. Co 


Industrial Shredder & Cutter Co. 

Infra Electronic Corp 

Ink Specialties Co. 

Inserting & Mailing Machine Co. 
Inter-Continental Trading Corn 
International Cash Register & Parts Co. 


Jardin Associates, Inc 
Johnston Adding Machine Co. 


Karl Mfg. Co 
Kee-Lox Mfg. Co 
Kell-Mor Lectern Co 
Kil-Klatter 

Kirkley Press 
Koh-l-Noor Pencil Co 
Kohlhaas Co. . 
Krayer Mfg. Co. 


Lamb Electric Co 

Lansdale Products Corp 
Lee, Roy B 

Letterex Corp. 

Litho Engineering & Research 


Manpower, Inc. 
Marchant Calculators, Inc 
McBee Co. 

Meilink Steel Safe Co 
Mendes Corp., J, Curry 
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Merix Chernical Co. 

Metalcraft, Inc, .. 

Metal Specialties, Inc. 

M chaei Lith, Inc. 

Milwaukee Metal Furniture Co. 
Mim-E-O Stencil Files Co. 
Minnesota Mining & Mfg. Co. 
Monioe oe Machine Co. 
Moore, Inc. : 

Multistamp Co. 


National Blank Book Co. . 
National Business Show . 

National Cash Register Co. 
Nekoosa-Edwards Paper Co. 
Newark Printing Co. 

New England Paper Punch Co. 
Nippo Machine Industry Co., Ltd. 
Norta Distributing Co. 


Office Management Assn. 
Office Products, Inc. 
Office Publications Co. 
Old Town Corp. 

Olivetti Corp. of America 
Outlook Envelope Co. 


of Chicago 


2 
224, 252, 25 


Parsons Paper Co. 

Pearl Engraving Corp. 

Penny Label Co. 

Phillips Process Co. 

Photostat Corp. 

Pike & Co., E. W 

Pitney-Bowes, Inc. 

Plastic Binding Corp. 

Plus Computing Machines, Inc 
Plymouth Rubber Co. 

Port Huron Sulphite & Peper Co. 
Posting 4° go Corp. 
Precision Mfg. ; 
Pres-To-Line ey of America 
Print-O-Matic Co. 


Rapid Roller Co. 

Regal Typewriter Co 

Regna Cash Registers. Inc. 
Remington Rand Divi ion 
Revelation Plastics, Inc. 
Rex-Rotary Distributing Co.p. 
Rite-Line Corp. 

Roberts Rubber Co., Weldon 
Robertson Photo-Mechan x, Inc. 
Rol-Dex Division 

Roller Press 

Roll-O-Graphic Corp. 

Rose Ribbon & Carbon Mfg. Co. 
Royal Typewriter Co. 


Saunders Mfg. Co. 
Schlegel Mfg. Co. 
Schwab Safe Co. 
Schweitzer, Inc., 
Scott-Rice Co 
Sengbusch Self-Closing Ink:tand Co, 
Shaw-Waiker Co 

Shredmaster Corp. 

Signal Engineering & Mig. Co 

S & M Dsstributing Co. 2 
Smead Mfg. Co. Facing 146, 147 
Smith 'nc, Charles C 248 
Smith-Corona, Inc. Inner Front Cover 
Speedliner Co. " 216 
Speed-O-Print Corp. 232 
Spot Carbon Products ; 186 
Standard Duplicating Machines ‘Corp. . 183 


Pe'er J. 
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Statikil Div., he E. Doyle Co. 
Sten-C-Labl, Inc, . 

Stewart & Co., R. A 
Stile-Craft Manufacturers, 
Storms Co., H. 

Superior iter Co. . 
Swift Business Machines Corp. 
Syntron Co. be 


Tab Products Co, 

Thomas Collators, Inc. 

Tiffany Stand Co. 

Times Facsimile Corp. 

Typewriter Equipment Co. .... 224 


U-File-M Binder Mfg. Co. 229 
Underwood Corp, .... Outer Back Cover 


Vari-Typer, The . é 55 
Victor Adding Mach ne Co. 

Victor Safe &  apcname 

Vogel-Peterson Co, 


Wale Floating Nozzles . 
Warner, H ‘yon 
Wassell Organization 

Watson Mfg. Co. 

Wausau Paper Mills Co. 

Weber agers Machine Co. 
Webster Co., S. 

Weston Co. bt 

Wolber Duplicator & Supply Co. 
Wolf, GmbH, Hermann 
Worden Co. 


X-acto, Inc. 





START THE NEW YEAR RIGHT by keeping 
your copies of THE OFFICE in attractive, 


, handy binders. Two binders hold the en- 


tire year’s issues with the complete index 
in the last copy (June and December) in 
each binder. Send $3 for your set of two 
binders (not sold singly) to Office Publica- 
tions Co., 232 Madison Ave., New York 16. 





1956 


HE RECENT HEARINGS 
on automation by the Con 
gressional Sub-Committee of 
the Joint Committee on the Eeo- 
nomic Report have concluded. 
It intends to review periodically 
in the future the impact of tech 
nological change on employment 
and investment to determine the 
advisability of any legislation. 
Those who have been follow- 
ing the progress of automation 
and its application to business 
offices were not greatly edified by 
these hearings. They were the 
same statements that thousands 
of office executives have heard 
while attending management 
conferences and computer 
courses these past several years. 
It was, however, interesting to ob- 
serve the varied expert attitude to- 
ward automation’s significance. It 
extended from the extreme _pessi- 
mism of rising prices, unemploy- 
ment and overproduction to the rosy 
optimism of a three-day work week 
and astronomical living standards. 
That Congress is keeping a watch- 


Automation 


258 


ful eye on a subject as vital as auto- 
mation is all to the good. The sub- 
committee has its feet on the ground 
when it concludes that the problems 
created by automation are ‘‘by no 
means negligible or settled’’ and that 
‘‘we are clearly on the threshold of 
an industrial age the significance of 
which we cannot predict and the po- 
tentialities of which we eannot fully 
appreciate.’’ It concludes with the 
warning that it would be wise not to 
consider automation just “‘more of 
Also, mili- 
tary and strategic requirements de- 
mand continued technological break- 
throughs in the computer field. It 
is well to recognize the advance the 
Soviets have made, the latest disclo- 
sure indicating their computers, de- 
veloped by the Institute for Preci- 
sion Mechanies & Caleulating Teeh- 
nology in Moscow, to be on a par 
with our own with certain printing 
features not in use in our own sys- 


‘ 


the same technology.’’ 


tems. 

In our democratie society, how- 
ever, it will be up to the various seg- 
ments of the economy to determine 
themselves what benefit or harm au- 
tomation will bring. While vital in 
the military and scientific sphere and 
beginning to reach a critical stage in 
the factory area, automation is mak- 
ing only its initial impact in offices 
after almost a decade of glamour and 
publicity, usually couched in gener- 
alities about ineredible speeds and 
capacities. More strides have been 
made toward compactness, lower 
price ranges and specialized func- 
tions which offices require during the 
past year than in almost the sum 
total of the preceding nine years. 


Tue Orrice—January, 1956 





Of the 500 largest 
industrial corporations 
in this country recently 

reported by FORTUNE 
Magazine, 469 (93.8%) use 
DITTO duplicating equipment. 


94% 


To find out more about 
DITTO, simply attach this ad 
to your letterhead and mail to 
DITTO, Incorporated, 


attention Mr. Finley, or call 
the local DITTO office listed in 


your classified phone book. 


Copyright 1955, 
Time Ine. 


USE DITTO 


The leaders of American industry have found 
that DITTO provides an economical and efficient 
way of simplifying paper work through 
elimination of constant re-writing. 
With DITTO the writing job is done but once— 
then duplicated mechanically, without error 
and with consequent savings. 
You can benefit from the experience 
of the leaders. There’s a DITTO system to fit 
your business. The sooner it is installed, 
the sooner you will cut paperwork 
costs and reap all the other benefits 
common to DITTO efficiency. 


DITTO. ie 


2200 W. HARRISON STREET 
CHICAGO 12, ILLINOIS 





NOW! Underwood Electric 
Continuous Form Machines 
offer you automatic electric 
retraction of carbon paper 


Underwood Electric Continuous Form 
Machines are designed to eliminate all 
non-productive operations in multi-copy 
record writing. 

Automatic electric retraction of carbon 
paper is a good example. The carbon 
paper is automatically moved from the 
completed set of forms into typing posi- 
tion in the following set of forms. Result: 
you save time, cut carbon paper costs. 

Other features are: Underwood ma- 
chines will accommodate every style of 
continuous forms and continuous length 


UNDERWOOD UN 


carbon paper—long flat sheets, flat packs, 
single and multiple-ply rolls. The oper- 
ator simply types and removes each set 
of forms: the next set is automatically 
moved into typing position. Machine is 
always available as an all-purpose elec- 
tric typewriter. Cost savings usually pay 
for machine during first year. 
Telephone your nearby Underwood 
office (see the yellow pages of your tele- 
phone directory) or write today for 
full details on the Underwood Electric 
Continuous Form Machines. 


CORPORATION 


One Park Avenue, New York 16, N. Y. 


For More Information Circle No. 245 





